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Automated Inventory Process — PDCD Manager

Automated Inventory Process — PDCD Manager

When conducting inventories using the automated inventory process, the inventory will be downloaded to
the PDCD via the PDCD Manager. The purpose of the PDCD Manager is to manage the Portable Data
Collection Devices (PDCDs) used with the DPAS. Whenever a site is using PDCDs, the use of this process
is mandatory. The PDCD Manager is used to initially download the program to the PDCD and is
subsequently used to export the inventory to be conducted to the PDCD in order to conduct the inventory.
Whether a site is operating in batch mode or wireless mode, the PDCD Manager is used to import the
completed inventory to the DPAS server for processing and subsequent generation of the Inventory
Reconciliation Report.

The PDCD Manager will support the following PDCDs:

a Intermec Trakker Antares 241X
0 Symbol PDT 72XX
Q Intermec Janus 20XX

For those sites that are operating in wireless mode, the PDCD Manager must be active during the
inventory process. The PDCDs will communicate with the PDCD Manager, which in turn will communicate
with the DPAS data servers. If your site has continuous inventories being conducted with multiple PDCDs,
you may wish to consider hosting the PDCD Manager on a PC that has little use or on a separate PC so as
to not have the wireless updates conflict with other activities that the user of the PC is performing.

Pre-Processing Requirements

Xparam File for the database "EXCESS" must be established

ODBC Data Source for the database "EXCESS" must be established

If running from within DPAS, access must be granted to the PDCD Manager Process
PDCD batteries must be charged and the docking station connected to the PC
Intermec 915 MHz Passive Tags and Intermec 1555 Sabre Reader for RFID applications
Wireless LAN that matches PDCDs radio (For wireless mode)

(M iy Sy iy

The PDCD Manager window can be opened directly from the Start-Programs - folder where DPAS has been
installed, by desktop shortcut that is linked to "dp9p7101.exe", by selecting Hand Receipt>Inventory
Actions>PDCD Manager, or by selecting the toolbar button from within the Hand Receipt>Inventory
Actions>Generate Inventories or Manage Inventories windows.

The first time the PDCD Manager window is opened, you will be prompted to select the PDCD Type, and
PC Comm Port the docking station is connected. It will also attempt to connect to the "EXCESS" database
to ensure the Xparam and ODBC Data Source has been correctly established. If they are non-existent or
incorrect, the PDCD Manager will close. A picture representative of the PDCD type selected will be
displayed in the upper right window. The settings will be retained and will be used as the setting when the
PDCD is subsequently opened. The settings may be changed at any time by processes within the
Commands menu. It is imperative for processing that the correct PDCD is selected at the time the export
and import processes are being performed.
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Generating Inventories

Generating Inventories

1.

Introduction: DPAS offers the user many tools to conduct and manage inventories. This Chapter
explains all of these options and the DPAS data elements related to inventory and how the system
uses these data elements in conducting, managing and reconciling of inventories. All of the inventory
actions available within DPAS are grouped within the Inventory Actions sub-menu of the Hand Receipt
Module. The following definitions and explanations will familiarize you with some terminology and
functions.

a.

C.

Inventory: An inventory is a physical count of property on hand. Normally, and if required by
service/agency and/or local policy, components are inventoried when the end item (asset) is
inventoried.

Inventory Purpose: The purpose of a physical inventory is to determine the condition and
quantity of items by physical inspection and count.

Types of Inventories: There are seven (7) types of inventories available and managed when
using DPAS. They include:

1)

2)

3)

4)

),

Hand Receipt Holder (HRH). This type of inventory will be used to inventory all assets
on a given Major Hand Receipt, a Major Hand Receipt including all of its Sub HRH's, or a
Specific Sub Hand Receipt by itself. This inventory is normally conducted between an
incoming and outgoing Major HRH. Inventory should be completed before the new Major
HRH assumes duties or the outgoing Major HRH departs whichever is first.

Authorization. This type of inventory will be used to inventory assets at the UIC, HRH
(a Major Hand Receipt including all of its Sub HRH's) or a Specific Sub Hand Receipt by
itself. This type of inventory also allows for the inventory of a specific LIN, Range of LINs
or a specific Property Type Code. The reports generated will show both asset information
and authorization quantities. This inventory is designed to physically account for assets
authorized to an authorization document to verify items on hand.

Sensitive. The physical count of items identified as sensitive by a specific service, such
as firearms, ammunition, night vision devices and navigation systems (GPS). Basically,
there are two categories:

Sensitive Other than Weapons and Ammunition. This type of inventory allows for
the inventory assets defined as Sensitive Items other than weapons and ammunition by
the (CIIC). An option also exists to include pilferable assets on this inventory. This
inventory can be run at the HRH, HRH including all of its Sub HRH's or a Specific Sub HRH
only.

Cryptographic. This type of inventory allows for the inventory of controlled
cryptographic assets as defined by the CIIC, such as a physical count of Communication
Security (COMSEC) Equipment and Components as specified by an individual service or
agency. This inventory can run at the HRH, HRH and Sub HRH's, or the Specific Sub HRH
only.
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Generating Inventories

6) Location. This type of inventory allows for the inventory of all assets within a specific
location within the DPAS. The user has the options to generate individual inventories/
reports for the Accountable UIC, each UIC, HRH Major including subs or to generate an
inventory/report for each Major and Sub Hand Receipt with assets in the location. If the
user intends to conduct location inventories, the format of the location data should be
hierarchical. In relation to inventory DPAS tracks the physical whereabouts of an asset
using two fields, Location and Sub Location. Since inventories will be conducted at the
Location level the locations should be created to support the lowest level one would want
to create an inventory.

Example: LOC=SITE C/BLDG 402  SUB LOC= ROOM 101, CUBE 10

This structure would allow the creation of inventories at the Building Level. Ifin a
building, inventories conducted at this level would be too large to manage, the Room
could be moved up into the LOC field or an additional descriptor such as floor could be
used.

Example: LOC=SITE-C BLDG-402 FL -1 SUB LOC= ROOM 101, CUBE 10

This inventory not only determines and verifies the record location data but can be used
to evaluate the condition of material. It allows for correcting records and determining the
cause of discrepancies.

7) Cyclic. Counting some selected assets of a property account during a prescribed period
(monthly, quarterly, or semiannually). Specific Department Regulations direct how cyclic
inventories are to be conducted. DPAS allows for two types of cyclic inventory - Cyclic by
HRH and Cyclic by Location. This type of inventory allows the user to complete the
inventory for the HRH or Location by conducting individual inventories on a fraction of the
assets at a time. Up to 36 inventories may be conducted over 36 months. Assets will be
selected for inventory based on the Last Reconciled Inventory Date of the asset. The
assets inventoried longest ago will be scheduled in the next inventory. This method
insures assets are inventoried on a regular basis, balances the number of assets to be
counted on each inventory and eliminates the recount of assets that have already been
accounted for on other types of inventory or as a result of transfer actions within the
DPAS.

@ NOTE:

\O > DPAS updates all asset inventory data when an asset is originally receipted for or any time the
\\/ asset is transferred between Major or Sub HRHs or UICs.
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Generating Inventories

2. Concept: DPAS will assign an Inventory List Number to each inventory that is generated. This num-
ber contains the Ordinal Date, the UIC of the inventory being requested and a 4-position serial num-
ber. Serial numbers are assigned in order beginning each day with 0001. A record containing this
Inventory List Number is written to the Manage Inventory Table. Contained in this row are all the
information that describes the type of inventory scheduled and its current status. While the inventory
is initialized, the Inventory List Number record will have an Inventory Process Code of IE-Initialization
Executing and will only be visible to the user from the Manage Inventory Inquiry. Upon successful
completion of the Initialization of the inventory the Inventory Process Code will be updated again. If
no assets existed for the inventory the inventory record would be marked with an Inventory Process
Code of CN-Closed no assets. If assets records did exist for the requested inventory the Inventory
Process Code will be updated to an OI-Open Initialized.

All assets that do exist for an inventory that is generated will be initialized by placing the Inventory List
Number that was assigned to that inventory in the associated inventory list number on the asset.
Thus creating a snapshot in time and identifying all assets that are included on the inventory at the
time of its creation. There are seven Inventory List Number fields on each asset record. This allows
an asset to be initialized for several types of inventories at the same time.

\>*\ NOTE:
\O > If inventories were generated for a range of Hand Receipts, each Hand Receipt will be
\{/ assigned a different Inventory List Number.

The following shows which Inventory List Number Field is used for each Inventory Type Code.

Inventory Type Code Associated Inventory List Number

HR - Hand Receipt HRH Inventory List Number

AU - Authorization Authorization Inventory List Number
SA - Sensitive Ammunition and Weapons SensitiveA Inventory List Number
SO - Sensitive Other than Weapons and Ammo SensitiveO Inventory List Number
SP - Sensitive Other Wpns & Ammo Incl Pilferables | SensitiveO Inventory List Number
CR - Cryptographic Crypto Inventory List Number

LO - Location Location List Number

CH - Cyclic by HRH Cyclic Inventory List Number

CL - Cyclic by Location Cyclic Inventory List Number

If the option to generate a report only was chosen in the generate inventory process no inventory
listing number will be generated. If the option was chosen to initialize only, the inventory listing report
may be generated at a later time by the PBO or the Hand Receipt Holder using the Generate Inventory
Listing related process button in Manage Inventories process from either the Hand Receipt Module or
the Hand Receipt Holder Module. This report will be generated by collecting all asset records
containing the Inventory List Number requested.

At this point the user has used the Generate Inventories process to generate one of nine types of

inventories (Inventories Type Codes) and either generate a report only or has generated an inventory,
creating a record on the Manage Inventory Table.
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Generating Inventories

Due to changes to the asset record, its authorization, or related catalog record an asset may no longer
qualify to be included on an initialized inventory. All processes within DPAS continually will monitor for

these changes. If a change occurs that should remove an asset from an associated inventory the

Inventory List Number will be removed from the asset.

If changes are made to the assets that will not remove the asset from an inventory, but results in a
change to its position in the report, such as a change of the Serial Number, the report will be marked
with a D-Details Change in the Inventory Modify Code. If the report already had assets removed from

it due to prior actions the code would be changed from an R to a B for Both Assets Removed and

Details Changed.

Creating the Inventory Process: Conducting any type of inventory consists of four distinct activi-

ties.

a
a
a
a

Deciding what to inventory and generate the inventory

Conducting the inventories using a manual or an automated process
Reconciling the results of the inventories against the baseline
Managing the inventories

The following chart outlines the procedure to create the inventory process:

| Conducting An Inventory
==the process-Creating the Inventory

e

Manage
I Inventories

Reconcile Inventory
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4. Generating Inventory (Manual and Automated)
a. The first step when generating an inventory is deciding what type of inventory to generate:

HRH

Authorizations

Sensitive (Weapons & Ammunition or Other)
Cryptographic

Location

Cyclic (By HRH or Location)

o000 D

b. The second step is to decide what type of action to take regarding the inventory:

0 Initialize Inventory and Generate report (by selecting this action, you will create an
inventory report along with initializing the assets and creating an inventory. Initializing is to
mark or establish (identify) as a starting position - set in motion.)

0 Initialize Inventory (by selecting this action, you will initialize the assets and create an
inventory.)

0 Generate Report (by selecting this action, you will create (generate) an inventory report.)

c. The third step is to decide when to run the process:

0 On-line report
a Batch

d. The fourth step is to decide if the user would like the information for a specific UIC or Account-
able UIC:

0 Specific UIC
0 Accountable UIC (if applicable)

e. In continuing to generate the inventory process, the user will further filter information regarding
the particular type of inventory. It is also where the user can choose whether or not they would
like the expanded hand receipt report

5. nducting Inventori ing Manual or Automated Pr : Once you have decided what to
inventory you must then conduct this inventory using either a manual or automated system of collect-
ing the inventory data. DPAS again offers several options for gathering the inventory data.

Automated Inventory Procedures. When conducting the inventory via the automated process,

the inventory will be downloaded to the PDCD. At that time the Inventory Process Code on the
Manage Inventory Table for the associated Inventory will be changed from an OI-Open Initialized to
an OD-Open Download. The PDCD can then be used to conduct the inventory by scanning
previously applied asset and location bar code labels. It is recommended that Location Labels be
utilized when conducting automated inventories. Asset data may also be retrieved using Radio
Frequency Identification (RFID) tags and the appropriate PDCD. These RFID asset and location tags
may be created using the PDCD Manager Program or the PDCD device itself. The data collected can
be transmitted back to a PC running the PDCD Manager program either through a wireless network
or through the Cradle provided with each PDCD. Inventory data can be sent to DPAS through a Live
Update or can be stored and sent at a later time. No matter what collection method is employed,
the PDCD Manager will update the inventory fields on the asset records within DPAS. After the first
asset is updated the Inventory Process Code on the Manage Inventory Table is changed from an OD-
Open Downloaded to an OS-Open Scanner.
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Generating Inventories

Assets not found on DPAS, HRH Transfers, and Non Labeled asset transactions input on the PDCD
are stored in DPAS on the Inventory Exception Table awaiting the running of the Automated
Inventory Reconciliation process. The last transaction written to DPAS from the PDCD Manager for
a given inventory is a Close Transaction. This transaction is written to the Cron Inventory Table.
The Inventory Process Code on the Managed Inventory Table will be updated from an OS-Open
Scanner to an OP-Open Processing Reconciliation. Every fifteen minutes DPAS checks to see if there
are records on this table awaiting processing and if so will start the Inventory Reconciliation process
running against the Inventory List Numbers on the table. The following steps apply for an
automated inventory process:

1)

2)

3)

4)

Through the Generate Inventories process, the selection of the inventory type is done and
the appropriate assets are initialized with an Inventory List Number. This Inventory List
Number is used to create an inventory record. For automated inventories, an inventory
report is optional since the inventory may be downloaded to the PDCD.

After the inventories are initialized, they must be loaded to the PDCDs using the PDCD
Manager. Single or multiple inventories may be conducted on DPAS supported PDCDs.
For more detailed information on these inventories, see Conduct an Automated
Inventory. After completion of the inventories and associated updates to the DPAS by
the PDCD Manager, a Reconciliation is run and a Reconciliation Report is generated.

At this point the inventory process is either completed or there are exceptions to correct.
For information on how to use the Update Inventory Data process and Close the Close
inventory process to correct exceptions, see Reconciling Inventories.

Upon correction of exceptions and the labeling of assets needing additional research, the
inventory will be marked closed and a final copy of the Reconciliation Report will be
printed for filing. At this point all assets will be made available for re-inventory on the
same type of inventory. See Reconciling Inventories for step-by-step automated
inventory procedures.
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Generating A Hand Receipt Holder Inventory
MODULE: Hand Receipt

INTRODUCTION
In this process, we will generate an inventory by Hand Receipt Holder (HRH). This is an inventory
conducted of property listed on the hand receipt. This inventory is normally conducted between an
incoming and outgoing hand receipt holder. The inventory should be completed before the new hand

receipt holder assumes duties or the outgoing hand receipt holder leaves whichever is first. This
process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating an inventory by
Hand Receipt Holder.

PREREQUISITES
None
APPLICATION
Generate an inventory by your HRH (Hand Receipt Holder).
ACTIVITY
Instructor-led lecture and demonstrate with Student Hands-on application.

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions option from the program group.

CH?2 106
1 October 2004



Generating A Hand Receipt Holder Inventory

3. Select Generate Inventory from the program list.

Hand
Receipt
End Item Actions »
Component Actions 4
Bar CdjSer Mbr Change

HRH Pending Turn-Iny Transfer
Databasef/UIC Transfer Actions  F
MFr ey Change

Bulk Asset Price Adjuskment

Mass Changes 4

Majfsub Hand Receipt Holder

‘Warranty/svciLoan)Lease

SKOIBIIFAAT Inventory

Excess Actions 4

Inwentory Ackions

Generate Inventaries

Interfaces 4

Reports
Inquiries

Manage Invenkoties

Update Inventary Data
Faorecast HRH Inventaries

Help

PDiZD Manager

Print Bar Cd Labels

~lojx|

& HRH
" Authorization

 Sensitive

- Actions

" Initialize Inventory

& Generate Report

" Initialize Inventory and Generate Report

" Cryptographic ~UIC Opti
" Location ) Actbl:
 Cyclic & Specific: uic
~ Generate
& On-line [~ Include Report Message
" Batch Msg Id:
oKk | Clear | Exit |

UIC Options Group Box:

d. Specific UIC: Enter or browse for you UIC.

D

g. Click OK.

CH 2
1 October 2004

STEP 1:

Inventory Type Group Box:

a. Accept the default HRH.

Actions Group Box:

b. Select Generate Report.

Generate Group Box:

c. Select whether you want this report to run On-
line (immediately) or in the Batch (overnight)
process. If your property book is large, it may

be a good idea to run this process in Batch so
not to degrade the system.

If you want to include a Report Message, check this box.
Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.
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STEP 2:

Sort Sequence Group Box:

a. Select the order in which you want your report
sorted.

Report Annexes Group Box:

b. If desired, select a report annex report.

Report Type

~Key Data

uic: Actions:  Init Inv and Gnr Rpt
Generate: On-line

~Sort Seq Report A
= Bar Code [~ Sub-Hand Receipt [s]
 Location [~ SKO/BIljAAl Hand Receipt
" Stock Nbr " SKO/BIIJAAl Excess{Shorlage
" Momenclature
" LIN

~Options
[~ HRH Range [~ Expanded Report

[ Include Sub-Hand Receipt (s)

‘HRHNhr:l—I—LI‘

Sub Hand Receipt(s) Check if you want a separate list-
ing for each of your sub hand

receipts.

Sched Cmpltn Dt: m Next Inv Due Dt: @ ‘
Submit I

Info | Cancel | Exit |

SKO/BII/AAI Hand
Receipt

Check if you want a hand report
listing of your SKOs, BIIs, and
AAIs.

SKO/BII/AAI Excess/
Shortage

Check if you want a excess and
shortage report of your SKOs,
BlIs, and AAlIs.

Options Group Box:

c. If desired, select an option.

Option Type

HRH Range

Select this check box if you want to request a range of Major HRH Nbrs. If you also want to
include Subs, select the “Include Sub-Hand Receipt(s)” check box. The screen HRH Nbr
input field will be deactivated when a HRH Range is entered.

Include Sub-Hand Receipt(s)

Select this check box if you want to request a range of Major HRH Nbrs with all of its Subs
included (this can also be used with the HRH Range). The screen Sub HRH Nbr input field
will be deactivated when this check box is selected.

Expanded Report

This will generate a more detailed report.

Enter the hand receipt holder for which you are generating this report. If you selected

d. HRH Nbr:

HRH Range in the Options group box, you will be prompted to enter the beginning HRH Nbr and the
ending HRH Nbr.

e. Sched Cmpltn Dt: DPAS will default this date to 2 weeks from the current date. If desired, change
this date to the date you expect the inventory to be completed.

f.  Next Inv Due Dt: This date is determined by Agency. For Navy users, the default is 3 years out and
for all other users, the default is 1 year out. If desired, change this date to the expected next inven-
tory due date.

g. Click Submit.

CH2

1 October 2004
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The following dialog box is displayed:

] . cicox.

@ Repork Submitked | You are returned to the Generate Inventories screen.

i. Click & to print the inventory. You are returned to the Reports
Menu screen where you can select the inventory report you wish to
print.

j. Once you have selected your inventory report, click the Print button.

k. Your Windows Print dialog box is displayed and you can print your report.

[. Return to the DPAS Main Menu.

\\7@\ NOTES:
\ > Once the inventory is initialized, the system will automatically assign an inventory listing num-
\\// ber. This number consists of the following format: ordinal number (YY+ Julian day) + UIC +
a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Export Inventory To The PDCD

INTRODUCTION

In order to conduct an automated inventory in DPAS using PDCDs, the inventory data must be
exported from DPAS to the PDCD. These steps will guide you through this process.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to exporting
inventory data from DPAS to the PDCD in order to conduct automated inventories.

PREREQUISITES

0 Hardware/software has been procured
0 PDCD has been prepared with downloaded program software

APPLICATION

Accomplish process and procedures necessary to export inventory data from DPAS to the PDCD.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select PDCD Manager from the program list.

Hand
Receipt

End Them Actions

Component Ackions

Bar Cdier Mbr Change

HRH Pending Turn-Iny Transfer
Database/UIC Transfer Actions
Mfr Kew Change

Bulk Asset Price Adjustment

}

Mass Changes

MajfSub Hand Receipt Holder

Warranty vciLoanilease

SKCBII AT Tnventary

Excess Ackions

Inventory Actions

Generate Inventories

Inkerfaces

Manage Inventories
UUpdate Invertary Data

Reports
Inquiries

»  Forecast HRH Inventories

PO Manager

Help

Print Bar Cd Labels

#] PDCD Manager i =] 4]
File Commands RFID Reports Help
i E BE * o %
s B I‘ Progress:
| Antazes 2413

Create File and Export Button

06)10)04 06:09:13

|Racords Rcv:0 Processed:d DPAS Update: Real-time

STEP 1:
Click on the Create File and Export but-

HINT!

If you prefer, you can select File from
the menu bar, and then select Create
File and Export from the program
group.
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STE P 2: Key Data 21

a. Select From: Select the appropriate option. ~Select From

& Initialized Inventories

m S
D Inad

Initialized Inventories Select this option to export an initial inven- @ Asset and Inventory List Nbr
tory. " Inventory List Nbr Info Only
Previously Down- Select this option for inventories that you - Reconciliation Report
loaded Inventories have initialized previously. ~Sort Sequence
@ Bar Cd
i . " Stock Nbr
b. Download: Select the appropriate option.
~Optional Parts
[~ PartVl- Relocated Assets
Download [~ Part VIl - Reconciled Assets
Asset and Inventory Select this option if you want your assets : -
List Nbr downloaded onto the scanner along with the OK Exit

header information.

Inventory List Nbr Info | Select this option if you think your inventory
Only is too large to fit on the scanner, so you are
going to load the header information only.

c. Reconciliation Report Sort Sequence: Select the sort sequence for the reconciliation report.
d. Optional Parts: Select the appropriate option(s).

Optional Parts

Part VI - Relocated Assets Select this part if you want a listing of all the assets that were relocated.
Part VII - Reconciled Assets Select this option if you want a listing of all the assets that were reconciled.
e. Click OK.

#44 DPAS LOGON *4+ STEP 3:

Enter UserlD:

| This screen will automatically display with your DPAS User
ID, password, and Site ID.

Enter Password:

e (lick OK.

Enter Site 1D:
ITRN—DFAS

cance_|
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STEP 4: 1 Inventory Download | _ (O] x|
Key Data
a. H|ghl|ght the inventory number(s) you WISh View: Initialized Inventories Sort Seqence:  Bar Cd
Download:  Inventory and Asset Data Include Part[s): VI
to download. You can select to download e
more than one inventory- Inventory Number | UIC Major Hand... | Inventory T... |Lu|:atiun
b. Click on the down arrow to move the 02276WOUZAADO0T  W/OUZAA WOUZBA HR

selected inventory(ies) to the Selected
Inventories window.
c. Click Save.

Selected | ies @ | ﬁF |

Inventory Number | UIC | Major Hand... | Inventory T... | Location

Save | Cancel | Exit |

If there was an inventory on your scanner, the scanner will display a message asking if you want to overlay
the existing inventory. If you wish to overlay, select the F1 key on the PDCD; otherwise, select F2 to
cancel.

x STEP5:
& L. Please place the PDCD into the docking a. Ensure that the PDCD is in the docking station and
skation, Ensure all cables are connected, that all the cables are connected.
2. From the Main Menu select <F1= Toport Invertary’. D. - On the PDCD, select <F1> Import Inventory.
c. Click OK.

3. When complete press the OK buttan,

Once the inventory has completed the import process,
L‘ell your scanner should now restart automatically.

You are now ready to conduct your automated inventory.
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Conduct An Automated Inventory

INTRODUCTION

This Chapter provides the user with procedures for using Portable Data Collection Devices (PDCDs) in
the performance of conducting inventories. DPAS has developed software for and has approved a
number of PDCDs for use in conducting automated inventories. In addition to conducting inventories
with a PDCD, users can also Sub Hand Receipt assets as the inventory is being conducted. Invento-
ries may be conducted in Batch or Wireless modes. Wireless mode requires the use of wireless
access points attached to the Local Area Network where the inventory is being conducted and a PDCD
with a matching radio. Batch and Wireless modes require the initial export of the inventories to the
PDCD prior to commencing the inventory while only the batch mode requires the exporting of the
data to the server after the inventories have been completed. Prior to commencing any inventories
using a PDCD, the PDCD must first be configured for use with the DPAS.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to conducting
an automated inventory using PDCDs.

PREREQUISITES

0 Hardware/software has been procured
0 An inventory or header information will need to be imported to your PDCD.

APPLICATION

Accomplish processes and procedures for conducting an automated inventory.

ACTIVITY
Instructor-led lecture and demonstration with Student Hands-on application

STEPS TO PERFORM ACTION

The following steps contain the screens that you will see on you PDCD.

DPAS MAIN MENU STEP 1:
DPTG1101 Ver 16.0.00
Beta Minor 256.a

Mode: Baich e Select the F2 key on your PDCD.

F1 Duport ventory
F2 Conduct hventory
F3 Export Invemtory
F4 Change Mode

F5 Ttilities
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Conduct An Automated Inventory

STEP 2:

a. Select the inventory you wish to conduct.

b. Select the F1 key on the PDCD.

Ivertory Info STEP 3:

Dventory list #

022891:22220001

Lo Type: HR

Accihl UIC: DPASO]

UIC: N22220

HRH: N222

Prop Type Cd:

LIN:

F1 Continue

F2 Mark v Compleie

F2 Mlain Menu

STEP 4:

a. User ID: Enter your DPAS User ID and depress
the Enter key on the PDCD.

b. Loc/Sub Loc: Enter the location of the inventory
and depress the Enter key on the PDCD. If you
print location labels, you can scan the location
label.

c. If desired, enter the sub location of the inventory
and depress the Enter key on the PDCD.

d. Select the F1 key on the PDCD.

Select Inventory

DIventory list #

02289N022220001 | Open

F1 Select
F2 Main Menu

e Select the F1 key on the PDCD to continue with the process.

Inv Updaie Data

System Date: 20021016
User ID:
Loc/Sub Loc:

Fl Ok
F2 Exit
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Conduct An Automated Inventory

Conduct ventory

Bar Code:
Last BiC:
Last B/C Nomen:

Last Serial Nhr:

F1 Chg Loc/Sub Loc
F! Verify Ser Asset
F3 Non Laheled Asset
F4 Aszets Not Found
FE Sub-HRH Trsfr

Fi Info

FT Close Imv

STEP 5:

You are now ready to conduct your inventory!

¢ You can either manually enter your bar codes or scan them in.

F1 - Chg Loc/Sub Loc

Depress this key when you want to change the location of where the
asset is being inventoried.

F2 - Verify Ser Asset

Depress this key when you have a serial asset that does not have a bar
code.

F1 All: Allows you to verify all the fields that are displayed.

F2 Loc: Allows you to verify the location only.

F3 Loc/Sub Loc: Allows you to verify the location and sub location.
F4 Loc/Sub Loc/Stock: Allows you to verify the location, sub location,
and stock number.

F3 - Non Labeled
Asset

F4 - Assets Not
Found

Depress this key when you want to display any items that you have not
entered/scanned.

F5 - Sub-HRH Trsfr

Depress this key when you want to transfer an asset to a sub hand
receipt holder.

F6 - Info

Depress this key to display the number of items inventoried (such as the
number of items with bar codes, serial items, bulk items, non-labeled
items, items that were transferred to sub-HRH's, number of assets not
found, number of assets scanned, and number of assets sent).

F7 - Close Inventory

Depress this key to complete the inventory and then to export to the
inventory.
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F1-Changing the L ion -L i

The F1-Change Location/Sub Location through F6-Info only need to be done if applicable for your

inventory

STEP 1:

When there is a need to change the Location and/or Sub-Location, use the pictures below to perform the

steps for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Conduct Inventory

Bar Code:
Last B/C:
Last B/C Nomen:

Lazt Serial Nhr:

F1 Chg Loc/Sub Loc
F2 Verify Ser Asset
F3 Non Laheled Asset

F4 Aszzets Mot Found PDCD
F& Sub-HRH Trsfr

Fo Info

FT Close Inv

STEP 2:

Symbol PDT72XX

Conduct veniory

Bar Code:
Lazt B/C:
Last B/C Nomen:

Last Serial Nbx:

Fl Chg Loc/Sub Loc
FI Verify Ser Aszei
F3 Non Labeled Aszet

F4 Asseis Not Found Touch the F1

11:ﬁyon the PDCD
FT Cloge Iny

F1 F2 F3 F4 F5 Fb F7 F8
UP DOWN KEYBOARD ENTER

There are two ways to change the location/sub-location at this point.

0 If you have Location/Sub-location labels printed as bar code labels, you can simply scan the

appropriate label(s).

0 If you prefer, you can enter the new location/sub-location using the PDCD keypad.

From the pictures below, perform the steps for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Conduct Inveniory

Loc:

Sub Loc:

o~

F1 ok Press the F1 Key on

F2 Cancel
F3 Create RFID Tag the PDCD.

Symbol PDT72XX

Conduct bventory
Loc: 1. On the Symbol PDCD,
Sub Loc: touch FUNC at the bottom
of the screen. The key-
board will change to the
F1 Ok Function Key keypad.

F2 Cancel

1234567890, - 2. Touch F1.
ABCDEFGHI JKL
MNOPORSTUYWEX

¥ 2 SPC B/S ENT FUNC
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F2-Verifvin rial A,

The automated inventory process is not dependent upon assets having a bar code number being assigned
to an asset. When an activity has not fully implemented bar codes (e.g., weapons) for all assets, the "F2"
Verify Serial Assets selection permits the validation of an inventory by reviewing serial numbers of assets
without bar codes. The process will display one record at a time.

STEP 1:

Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Conduct biventory

Bar Code:
Last B/C:
Last B/C Nomen:

Lazt Serial Nhr:
Press the F2 Key

F1 Chg Loc/Sub Loc on the PDCD.
F? Verify Ser Asset

F} Non Labeled Asset

F4 Asrete Not Found

F5 Sub-HEH Trsfr

Fo Info

FT Close Inv

Symbol PDT72XX

Conduct Inventory

Bar Code:
Last B/C:
Last B/C Nomen:

Last Serial Nhr:

F1
F2
F3
F4
ES
Fé

Chg Loc/Sub Loc

Verify Ser Asset *rouch the F2
Non Labeled Aszet

Azgets Not Found

Sub-HEH Tr=fr

Info

FT Close Inv

F1 F2 F3 F4 F5 F6 FT F8
UP DOWN KEYBOARD ENTER
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STEP 2:

From the table below, select the option you wish to perform. Use the pictures below to perform the steps
for the type scanner you are using:

Intermec Janus 20XX

Intermec Trakker Antares 24XX Symbol PDT72XX
Yerify Ser Assets Yerify Ser Assets
) o Touch the appropriate
k1Al Press the appropriate F2 Loc  btoc Function Key.

@ Len/5 bl Function Key on the PDCD. [ Loc/ubloc/Stack
F4 Loc/Sub Luc/Stnck\ Y F5 Cancel

F5 Cancel

F1 FZ F3 F4 Fh Fb F7¥ F&
Ur DOWN KEYEDARD ENTER

F1 - All This will display all assets one at a time no matter what the location is.

F2 - Loc This will display all assets for a specific location, one asset at a time.

F3 - Loc/Sub Loc This will display all assets for a specific location and sub-location, one asset at a time.

F4 - Loc/Sub Loc/Stock This will display all assets for a specific location, sub-location, and stock number, one asset at
a time.
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STEP 3:

From the table below, select the option you wish to perform. Use the pictures below to perform the steps

for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Yerify Ser Assets

Stk Mbr/Serial Mbr:
T010004452825
66789

Nomen:

ANSWERING MACHINE H
Loc,/Sub Loc: Press _the appropriate
EM 317 Function Key on the

.4 PDCD.

K

F1 FI F3 F4 F¢ F6 FT Fi

Symbol PDT72XX

Yerify Ser Assets

Stk Mbr /Serial Mbr:
T0100044 52825
6b789

Nomen:

ANSWERING MACHINE
Loc,/Sub Loc:

RN 317 Touch the approp

riate Function Key.

F1 F2 F3 F4 F5 F6 F7 F8
UF DOVYN KEYBDARD ENTER

F1 - Verified

This will verify the asset that is displayed.

F2 - Next/Skip

This will skip to the next asset. Use this when the asset cannot be found. Assets that are

bypassed can be reviewed at a later time.

F3 - Previous

This will display the previous asset.

F4 - Exit

This will exit back to the main Verify Serial Assets screen.

STEP 4:

When there are no more assets to verify, the screen below is displayed. Use the pictures below to perform

the steps for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

THERE ARE NO MORE
RECORDS TO VIEW
IN THIS DIRECTION.

Press the F1 Key

F1 Ok h

Symbol PDT72XX

THERE ARE NO MORE
RECORDS TO VIEW
IN THIS DIRECTION.

Touch the F1 Key

o on /

F1 F2 F3 F4 F5 Fb F7 F8
UP DOWN KEYBOARD ENTER
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STEP 5:
1. Press or Touch the appropriate Function Key (F4) to exit to the main Verify Serial Assets screen.

2. Press or Touch the appropriate Function Key (F5) to Cancel to the Conduct Inventory screen.

5 HINT!
é%ﬁ For the Intermec Trakker Antares 24XX Terminals: To activate the F5 Function Key, you must first
press the orange -f key in the upper left side of the PDCD.

When an asset is found that does not contain a bar code label, but appears that it should have been
labeled, select "F3" Non-Labeled Asset to record the Nomen and Serial Nbr, or Nomen and Qty.

STEP 1:
Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX

Intermec Trakker Antares 24XX Symbol PDT72XX
Conduct Iventory
Conduct biverntory

Bar Code:

Bar Code: et 1S

Last BIC: Last B/C Nomen:

Last B/C Nomen: Last Serial Nbr:

Last Serial Nhr:
F1 Chg Loc/Sub Lo,

Press the F3 Key F2 Verify fer Asset — TouchtheF3

F3 Non Labeled Asset

F1 ChgLoc/Sub Loc on the PDCD. F4 Asseis Not Found

F1 Verify Ser Asset F5 Sub-HREH Trsfr

F3 Non Laheled Aszet F6 Info
FT Close Inv

F4 Asszets Not Found

F: Sub-HEH Trsfr

Fi Info F1 F2 F3 F4 F5 F6 F7 F8
F Cloge Inv UP DOWN KEYBOARD ENTER
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STEP 2:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Non-Labeled Aszet

Symbol PDT72XX

F1 F2 F3 F4 F5 Fb F7 F8
UP DOWN KEYBOARD ENTER

Non-Labeled Assei
Dezcription: Dezcription:
Serial Nbr: Serial Nhr:
Qty: Qiy:
F1 Ok F1 Ok
F! Cancal F? Cancel
E4-A Not Foun

1. Enter the description of the asset.

2. For Serial assets, enter the Serial
number.

For Bulk assets, enter the quantity.

DO NOT enter both the Serial Number
and the Qty.

3. Press (Intermec) or Touch (Symbol)
the F1 Key when finished.

When the detail asset information is exported to the PDCD, a review of assets that have not yet been
inventoried may be performed in attempt to locate all assets prior to closing the inventory and running the

reconciliation report.

STEP 1:

Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Conduct biventory

Bar Code:
Last B/C:
Last BfC Nomen:

Last Serial Nhr:
Press the F4 Key

Fl Chg Loc/Sub Loc on the PDCD.

F! Verify Ser Asset
F3 Non Labeled Aszet
F4 Assets Not Found
F5 Sub-HEH Trsfr

Fé Info
F! Close Inv

Symbol PDT72XX

Conduct Inventory

Bar Code:
Last B/C:
Last B/C Nomen:

Last Serial Nhx:

F1
F2
E3
F4
ES
Fé

Chg Loc/Sub Lo

Verify ;er Asse: Touch the F4
Non Labeled Asset I

Aszets Not Found

Sub-HEH Trefr
Info

FT Close Inv

F1 F2 F3 F4 F5 F& FT F8
UP DOWN KEYBOARD ENTER
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STEP 2:

From the table below, select the option you wish to perform. Use the pictures below to perform the steps

for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Asgets Not Found

F1 Al Press the appropriate

F2 Loc =" Function Key.
F3 Loc/Sub Loc

Symbol PDT72XX

Aszzets Not Found

2 Loe Touch the appropriate

F3 Loc/Sub Loc Function Key.

F4 Cancel F4 Cancel

F1 F2 F3 F4 F5 F6 F7 F8

UP DOWN KEYBOARD ENTER
F1-All This will display all assets, one at a time.
F2-Loc This will display all assets for the specified location, one at a time.

F3-Loc/Sub Loc

This will display all assets for the specified location and sub location, one at a time.

F4-Cancel

This will cancel the process.

STEP 3:

From the table below, select the option you wish to perform. Use the pictures below to perform the steps

for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Aszets Not Found

Bar Cd: 000002 .
Loc/§ub Loct Press the appropriate

BLPG I Function Key.
StockrSerial Mbhr:

2320010207821

102-TR-002

Nomen:

TRE CGO 12T 6000

Qty: 1

F1 Nexit FI FPrev
F3 Fxit

Symbol PDT72XX

Aszets Not Found

Bar Cd: 000002
Lec/Sub Loc:
BLD(C 111

Stock’Serial Nhr:
2310010907891
109-TR-002

Nomen:

TRK CGO 172T 6000
Qty: 1

F1 Next

FI Prev
F3 Exit

Touch the appropriate
Function Key.

F1 F2 F3 F4 F5 F6 F7 F8
UP DOWN KEYBOARD ENTER
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When you have completed your review, press or touch the F3 Function Key to return main Assets Not

Found screen.

Then press or touch the F4 Function Key to return to the Conduct Inventory screen.

F5-Sub-HRH Trsfr

The Sub HRH Trsfr selection provides the capability to perform Sub Hand Receipting.

STEP 1:

Before an asset can be transferred, you will need to input or scan the bar code.

Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX
Intermec Trakker Antares 24XX

Conduct biventory

Bar Code:
Last B/C:
Last B/C Nomen:

Lazt Serial Nhr:
Press the F5 Key

F1 Chg Loc/Sub Loc on the PDCD.
F? Verify Ser Asset

F} Non Labeled Asset

F4 Asrete Not Found

F5 Sub-HEH Trsfr

Fo Info

FT Close Inv

Symbol PDT72XX

Conduct Inventory

Bar Code:
Last B/C:
Last B/C Nomen:

Last Serial Nhr:

F1 Chg Loc!Sub Loc

F1 Verify Ser Asset Touch the F5
F3 Non Labeled Asset

F4 Aszsets Not Found

F& Sub-HRH Tr=fr

F& Info

FT Close Inv

F1 F2 F3 F4 F5 F6 FT F8
UP DOWN KEYBOARD ENTER

~~» HINT!
é% For the Intermec Trakker Antares 24XX Terminals: To activate the F5 Function Key, you
must first press the orange -f key in the upper left side of the PDCD
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STEP 2:

Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX

Intermec Trakker Antares 24XX Symbol PDT72XX
Sub HRH Transfer 1. Enter the Sub-HRH $ub HEH Transfer 1. Enter the Sub-HRH
I you are transferring the you are transferring the
1\-;": HRH: WOUsCT asset to. gha: f]}t}{fsfxsfgé%'r asset to.
Sub-HRH To: - - GH
Lel Use: 2. If desired, enter a T T 2. If desired, enter a
comment. comment.
Fl Ok Fl Ok
F2 Cancel 3. Press the F1 Key to F2 Cancel 3. Touch the F1 Key to
continue or F2 Key to continue or F2 Key to
Cancel. F1 F2 F3 F4 F5 Fb FT F3 Cancel_

UF DOWN KEYBOARD ENTER

You are returned to the Conduct Inventory screen.

F6-Info

Info selection provides a summary of the inventory.

- NOTE:
\O > The "Total Sent" value will always be "0" for batch mode.
N

STEP 1:

Review the information on the PDCD.

Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX

Intermec Trakker Antares 24XX Symbol PDT72XX
INFO INFO

Azzets NFound 102
Azzetz NFound 102

Serial Bar Cd: 2
Sarial Bar Cd: 2 » .
B;#Bu”(;m @ Press the F1 Function Key o et =
Sertal Vexify u when you are done review- HNon-Labeled 0

lon-Laheled 0 . . . Sub-HEH Trsfr 1

Sub-HRH Trsfr 1 ing this information.

Total Trans 13
Tatal Trans 13 Total Sent L}
Total Sent LI]

F1 Ok

F1 Ok

F1 FZ F3 F4 F5 Fb F7 F&
UP DOWN KEYBODARD ENTER

You are returned to the Conduct Inventory screen.

Touch the F1 Function Key
when you are done review-
ing this information.
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Closing An Inventory On The PDCD

INTRODUCTION

Once you have completed scanning/entering your bar codes, you will need to close the inventory on
your scanner.

OBJECTIVES

The student will be able to close an inventory using the PDCD.
PREREQUISITES

An inventory list must be downloaded to the PDCD
APPLICATION

Close an inventory on the PDCD

ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application

STEPS TO PERFORM ACTION

STEP 1:
Use the pictures below to perform the steps for the type scanner you are using:

Intermec Janus 20XX

Intermec Trakker Antares 24XX Symbol PDT72XX
Conduct hventory Conduct bventory
Bar Code Bar Code:
ar Lode: Last BiC:
Last BfC: Press the F7 Key on Last B/C Nomen: ouch the F7.
Last B/C Nomen: the PDCD. _
Last Serial Nbr:
Last Serial Nhr:
F1 Chg Loc/Sub Loc
FI Yerify Ser Assai
Tl Che Loc/Sub Loc T4 Assets Not Found
F! YVerify Ser Asget FE  Sub HRH Trsfr
F3 Non Laheled Aszet Fé Info
Fd4 Asgete Not Found FT Close Inv
F&  Sub-HEH Trefr
Fé Info F1 F2 F3 F4 F5 F6 F7 F8
F Close Inv UP DOWN KEYBODARD ENTER

~~5» HINT!
é%ﬁ For the Intermec Trakker Antares 24XX Terminals: To activate the F5 Function Key, you
must first press the orange —f key in the upper left side of the PDCD.
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STEP 2:

Use the pictures below to perform the steps for the type scanner you are using:

IIntermec Janus 20XX
Intermec Trakker Antares 24XX

Inventory Info

Inr Lizt Nhr:
03034WINWE40001
Inv Type Cd: HR
Acibl UIC: DPASD]
UIC: WINWS4
HEH: WINWES
Prop Type Cd: A
LIm:

Press the F2 Key on
the PDCD.

F1 Continue
F2 Mark Inv Complete
F3 Main Menu

STEP 3:

Symbol PDT72XX

INFO

Azzets NFound 10z

Serial Bar Cd:
Bulk Bar Cd:
Serial Verify
Non-Lahelad
Sub-HEH Trsfr

2Hwe

Total Trans

Total Sent

Fl1 Ok

F1 F2 F3 F4 F5 F6 F7 F8
UP DOWN KEYBOARD ENTER

Use the pictures below to perform the steps for the type scanner you are using:

IIntermec Janus 20XX
Intermec Trakker Antares 24XX

Press F1 to complete

the inventory or press
F2 to keep the inventory

Are you sure that

youwish to mark open.

the inventory as
completed?

Imor Lizt Nhr:
04031 IRE 40001

Fl1 Yes
FI Mo

Symbol PDT72XX

Touch F1 to complete
the inventory or touch
F2 to keep the inventory
open.

I Lizt MNhr:
04034 1NWE40001

Are you sure that
you wizh 1o mark
the inveniory az
completed?

Fl1 Yes
FI No

F1 F2 F3 F4 F5 F6 F7 F8
UP DOWN KEYBOARD ENTER

You will be returned to the DPAS Main Menu on the PDCD. Once you return to the Main Menu, you can

now import the inventory to DPAS.
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Import Inventory Data From The PDCD

INTRODUCTION
After conducting an automated inventory (when a wireless mode is not used), this process is neces-
sary to transmit the inventory data from the PDCD to DPAS. Conducting inventories in wireless mode

allows for the data to be processed to DPAS as the inventory is being conducted, thus, there is noth-
ing to import from the PDCD when the inventory is complete.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to importing
automated inventory data from the PDCD to DPAS.

PREREQUISITES

0 Hardware/software has been procured
a Inventory using PDCD has been conducted

APPLICATION

Accomplish processes and procedures to import data as part of conducting automated inventories
(less wireless).

ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select PDCD Manager from the program list.

Hand

Heceipt
End Item Actions 3
Component Actions 3
Bar CdfSer Mbr Change
HRH Pending Turn-In/Transfer
DatabaseflUIC Transfer Actions ¥
Mfr Key Change
Bulk Asset Price Adjustment

Mass Changes 3

Majf3ub Hand Receipt Holder

Warranty/SvefLoanfLease

SKOJBILAAT Inventory

Excess Actions 3

enkory Ackions Generate Inventories

Manage Inventories

Interfaces r

Update Inventory Data
Reporks 3 Forecast HRH Inventories
Inauiri
i e PDCD Managsr
Help Print Bar Cd Labels

L3

%] PDCD Manager : =10l STE P 1 :

Eile Commands RFID Reports Help

a. Click on Eile.
b. Select Import from PDCD from the program
group.

HINT!

Import from PDCD % ton.

o8| 5a| W

|

Progress:

Antares 2413

06/10/04 06:09:13 ‘Records Rowi Processedi0  DPAS Update: Real-time 4

STE P 2 H Bl Import from PDCD

H : H H 1. Fl lace the PDCD into the docki
a. Follow the instruction on this dialog box. ﬁ ot Bt ol cebles are conestenl
b. Make sure that you select the F3 on the PDCD and not the

PC 2. Fram the [Main Menu select <F3 5 ‘Expart Inventary'

c. Click OK. 3. When complete press the O button,

Cancel

You can also click on the second tool bar but-
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STEP 3:

The import may take a few moments depending on the size of your inventory. You will see a progress bar
indicating the progression of the import. When the file has completed the transfer, the following dialog
box is displayed:

Information e Click OK.

You will see all the inventoried items display on the PDCD

@ 1. Procedure Successful, File has been Transfered.
2. Press the F1 key an the POCD, Manager screen and the PDCD will restart.

It may take a while for the reconciliation report to generate.
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Reconciling Inventories

INTRODUCTION

After the completion of an automated inventory, an inventory reconciliation report will be automati-
cally generated. If all data collected during the inventory processed without errors, the inventory will
be marked as CS-Closed Scanner. If this is the case, the purpose of the report will be to provide a
hard copy document of the results of the inventory. A signature block is printed at the end of the
report if Section VII-Reconciled Assets has been printed. If the inventory did not result in an excep-
tion free reconciliation, the inventory processing code for that inventory will be marked OU-Open
Unreconciled. In this case, the report will provide a hard copy to use in researching any errors gen-
erated as a result of this inventory. Errors may be corrected using the updated inventory data pro-
cess as described in Chapter 5 of this manual. This report may be regenerated at any time from the
Manage Inventory screen as long as the inventory remains Open Unreconciled. Multiple genera-
tions of the report will display in the Print Reports Window. Newer copies of the report will reflect
corrections made in the Update Inventory Data process. When all errors have been corrected, the
option to reprint this report will be offered one last time prior to the inventory being marked Closed
Reconciled.

The Automated Inventory Reconciliation Process begins when the PDCD Manager program writes a
transaction to the CRON Inventory Table and a program running in CRON (every 15 minutes) initiates
the Inventory Reconciliation for the specific Inv List Nbr. While the reconciliation is running the Inv

Process Cd on the Inventory table will be marked OP-Open Processing Reconciliation. During
this period, the Inv List Nbr will only be visible to the user from the Manage Inventory Inquiry.

oo, NOTE:

\
N\ > A CRON is a Unix clock daemon which executes commands/jobs on specific dates and times.

\\\//
OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to reconciling
inventories accomplished in DPAS.

PREREQUISITES

0 Hardware/software has been procured
0 An inventory has been conducted

APPLICATION

Accomplish process as part of inventory actions/completing inventories.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
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STEPS TO PERFORM ACTION

If there are no exceptions found and all assets were accounted for, the Inv Process Cd on the Inv List
Nbr record will be updated to CS-Closed Scanner. At that time the Inv List Nbr will be removed
from all of the associated assets. If the Inv Type Cd of the Inventory was HR, AU, SA, SO, SP, or CR,
the respective date of last inventory will be updated on the HRH account to indicate when the inven-
tory was last completed for the HRH Nbr.

If there were exceptions, the Inv Process Cd on the Inv List Nbr record will be updated to OU-Open
Unreconciled and a Reconciliation Report will be generated.

At any time during the research, an updated copy of the reconciliation report can be requested. If all
exceptions are cleared using the Update Inv Data process, when the final exception is reconciled, you
will be asked if you want to generate a final copy of the Reconciliation Report. After this, the Inv Pro-
cess Cd for the inventory will be marked CR-Closed Reconciled and the Inv List Nbr will be
removed from all assets making them available for inventory. Associated dates will also be updated
on the HRH table. The final copy of the Reconciliation report would then be signed by the appropriate
person(s) and filed appropriately.

For the exceptions that will require ongoing research, the inventory can remain open where the Activ-
ity’s Inventory Plan permits.

=2\ NOTE:
N
A > Leaving the inventory open will prohibit another inventory of the same type being initialized on

\ =

Z any of the assets contained within this inventory.

If your Activity’s Inventory Plan requires the closure of an inventory within xx number of days of its
start or if you want to make all assets available for re-inventory while performing continuing research
on several discrepancies, the inventory may be closed without resolving all of the exceptions. This
would be done using the Close Inventory process from within Manage Inventories. If this is done
then you will have the option to label all remaining shortages as Suspected Losses. A final copy of
the Reconciliation Report may also be generated at this time. This report will contain any suspected
loss changes as a result of the inputs just made as well as any corrections made for this inventory in
the Update Inv Data process. The Inv Process Cd on the inventory record will be marked CM-Closed
Mass and the associated Inv List Nbr will be removed from all of the associated assets. Any related
Dates on the HRH table will also be updated at this time.
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Closing Inventories

Closing Inventories

INTRODUCTION

This on-line process can be used to close manual inventories or close automated inventories con-
ducted in DPAS. Access to the Hand Receipt Module and specific program will be verified prior to
accessing this process. The inventory must have an inventory process code of 'OU' or 'OI'.

For manual inventories, this process generates a mass change of both inventory and reconciliation
fields for Last Inventory Date, User ID and Cause of last date change on assets indicated by the
Inventory List Number. If the inventory type is Hand Receipt, Authorization, Sensitive or Crypto-
graphic the Hand Receipt table is updated with the Last Inventory Date and Next Inventory Due Date
entered on the screen.

For Automated inventories, this process removes the inventory list number from the assets. If the
inventory type is Hand Receipt, Authorization, Sensitive or Cryptographic the Hand Receipt table is
updated with the Last Inventory Date and Next Inventory Due Date entered on the screen. It marks
the inventory on the inventory table as closed. It can close inventories that have exceptions. Short-
age exceptions can be changed to suspected losses and a print or the reconciliation report can be
requested.

OBJECTIVES

Students/Users should be able to accomplish necessary steps and procedures relative to closing
inventories

PREREQUISITES

0 Hardware/Software has been procured
0 Inventory has been completed and data has been inputted/uploaded into DPAS

APPLICATION

Accomplish procedure as part of the completing inventory process.
ACTIVITY

Instructor-led lecture and demonstration with Student Hands-on application.
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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Closing Inventories

3. Select Manage Inventories from the program list.

Hand
Receipt

End Item Actions 3
Component Actions 3
Bar Cdfser Mbr Change

HRH Pending Turn-InfTransfer
Database/UIC Transfer Actions  »
MMfr Key Change

Bulk Asset Price Adjustment

Mass Changes »

MaijfSub Hand Receipt Holder

Warranky /Sve/Loan/Lease

SKO/BIL/AAL Inventory

Excess Actions 3

Generate Inventaories

Manage Inventories

Inkerf, » .

Therraces UUpdate Inventory Data
Reports 3 Faorecast HRH Inventaries
Inquiri 3

TS PDZD Manager
Help Print Bar d Labels

21

~Inv Type ~Options
= All Inv Process Cd:l j
© HRH Sched cmpitbt[ -] EH
" Authorization
" Sensitive uic: l—_l
" Cryptographic HRH Nbr: l—l—_l
¢ Locatlon Inv List Nbr: l—_l
" Cyclic Loc: I _I

0K | cClear | CExit |

STEP 2:

a. Highlight the inventory(ies) you wish to close.
b. Click on the Close Inv button.

STEP 1:

a. Inv List Nbr: Enter or browse for the
Inventory List Number for the inventory
you wish to close.

b. Click OK.

:
~Selection Criteria

uic: Inv List Nbr:

HRH Nbr: Inv Type Cd: ALL

Sched Cmplt Dt Inv Process Cd: *

G357 HBUZARBOEE WHUZHA 30856717

2175UBU2ARDBD  WBUSAA  UBU2AR 20620026 = Upa sch cpiDn
01 62217W0U2AABOB1  WBUZAA  WBU2AA AU 28620819 Gnr Inv List
CH  62218ACTBL10065 ACTBL1 L0 28620820 _
01 62218WOU2AABOG1  WBLU2AR Al 26626820 View Unrcl
01 6221840U2AABBE2  WBU2AA  HARK HR 28620830 G hel st |
0D 6222040U2AABBET  WBU2AA  HARK AU 28620822 — - - |
01 0222000U2AN00B2 WOU2AA  WOU2AA AU 20620822 Close Inv
01 0222000U2AN0063  WOUZAA  HARK AU zo620822 —
0D ©6222040U2ANBOOH  WOUZAR  WDU2AR AU 20020822 Cancel Inv
01 6222000U2AAB0E5  WOUZAA L0 28620822 Delete Inv
01 0222100U2AA00B1 WOUZAA  WOU2AA AU 20620823 _
CH  0223200U2AN0081  WOUZAA AU 20020908 =]

Refresh | Cancel | Exit
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Closing Inventories

STEP 3:

- a. InvUserId: The DPAS User Id is displayed but can be
v List Nbr - changed. This is the User Id of the person who per-
Inv Type Cd: LIN To! formed the inventory. For RF users, this must be a
uic: Prop Type Cd: valid DPAS User Id.
HELETE ﬁ:‘;‘jﬂi:‘;{:‘gﬁ“ b. Last Inv Dt: This defaults to the current system date,

: but can be changed.
c. Next Inv Due Dt: This date is when your next inven-
invuserta: | tory date is due.
Lastimv Dt | B d. Mark Shortages as suspected loss: Check this box
NextInv Due Dt ! if you want to mark all of your shortages as a suspected
I” Mark shortages as suspected loss IOSS-
L e. Generate reconciliation report: Check this box if
Swe | Concel | Ext | you want to generate a reconciliation report.

If you close an inventory that has an Inv Prc Cd of OU
(Open Unreconciled), you will receive the following message:

e Click Yes if you wish to close the inventory with- ~ Eesslisdiis

out resolving any exceptions you may have on the Continuing will close this inventory without
inventory. If you click Yes, you will receive the

) . resolving the exceptions.
Transaction Processed dialog box.

All exceptions will be cleared.

. . . . inue?
 Click No if you wish to close the inventory and you D”“"wa"tt“ tominue

want to clear all the exceptions you may have on LIRS No
the inventory. If you click No, you will be returned
to the Close Inventory process.

EOTE— x| STEP 4:

@ Tranzaction Processed ¢ Click OK.
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Closing Inventories

Once an inventory has been closed, the following updates will occur on the Serial, Component and Bulk
Hand Receipt Tables Inventory tab, as applicable (see the End Item Serial, End Item Component, and End
Item Bulk Inquiries):

**End Item Serial Inquiry 5'
I
Transaction InV User Id iS moved to InV User Id Basic | Catalug.l'Mfrl ITfExcess I Inventory I Accounting | Deprn |
L L and Rcl Inv User Id BarCd: 000001 Stock Nbr: 2320010907891
< 109-TR-001 Nomen:  TRK CGO 12T 6000
@ Transaction Last Inv Dt is moved to the Last Wcommumom DATA -
Inv Dt and Rcl Last Inv Dt. Also, moved to to Rel Inv User Id:  INSTRO1 Inv User Id: INSTRO1
the Hand Receipt Holder Table’s Last Inv Dt. R Lost v Dt 20030557 Lastiv Dt 20030331
Transaction InV LISt Nbr iS moved to the Cause ICause of Last Rcl Dt Chg: 83 858W8U6A Cause of Last Inv Dt Chg: 83058U0U6ANBREG1
e Lst Rcl Dt Chg and Cause of Last Inv Dt Chg. It MVIHPMWPE o
is removed from the Inv List Nbr field. — s v UIE: WIURAL
HRH Nbr; WOUGCS Inv HRH Nbr: WOUECS
o A0’ is moved to the Inv Input Type and Rcl/m: v Log: BLDG 111
Inv Input Type. ‘ _.r'
a2 Transaction UIC is moved to Inv UIC. Record 2 /21 [Previous [ Next | Newlnquiy|  Bxit |
Transaction HRH Nbr is moved to Inv HRH Nb/

o\ NOTE:

\ Y
\“\O > For bulk items only, the record Qty is moved to the Inv Qty.

The following updates will occur on the Hand Receipt Table (See Maj/Sub Hand Receipt Holder Inquiry).
There are no updates for Cyclic or Location type inventories.

yManage Inventories Inquiry =]
2
tnv List Nbr: (ADASWALGAANO0T _ ACM’ is moved to the Inv Process Cd on
Actbl UIC: WOLGAA uic: WOLEAA 1] the Inventory Table.
Inv Type Cd: HR Inv Process Cd: CM )
HRH Nor 01000 Loc: A// & gyé:stem Date is moved to the Inv Closed
Sched Cmpltn Dt 20040303 Inv Closed Dt: 20040331
Inv Creatn Level:  H Inv Modfctn Cd:
Rpt HRH Sub CU Cd: Prop Type Cd:
LIN: LIN To:
Rpt Msg: 11 =
: o]
Record 1 of 105 Previous Nest Newnguiry | Exit |

140



Generating An Authorization Inventory

Generating An Authorization Inventory

INTRODUCTION

In this process, we will generate inventory by Authorization. This inventory is designed to physically
account for assets authorized by an authorization document to verify items on hand. This process is
used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating inventory by
Authorizations

PREREQUISITES

None

APPLICATION

Generate an inventory by Authorizations. In this inventory you will have the option of selecting a LIN
or a LIN Range.

ACTIVITY

Instructor-led lecture with Student Hands-on
STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
3. Select Generate Inventories from the program list.

piland,
End Item Actions 3
Component Ackions 3
Bat CdfSer Nbr Change
HRH Pending Turn-In/Transfer
DatabasefUIC Transfer Actions
MMt Key Change
Eulk Asset Price Adjustment

Mass Changes 3

MajfSub Hand Receipt Holder

‘Warranty/Svc/Loan/Lease

SKOMBILAAL Inventory:

Excess Actions 3

Inventory Actions Generate Inventories

Inter 5 Manage Inventaries
nkerfaces
Update Inventory Data
Reparts ¢ Forecast HRH Inventories
" 5

HnEI=S PDCD Manager

Help Print Bar Cd Labels
CH?2 141
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Generating An Authorization Inventory

WY Generate InvenEiies ;Iglél STE P 1 :
el NEERE “ Inv Type Group Box:
—Inv Type —Actions

L a. Select Authorizations.
 HRH " Initialize Inventory and Generate Report

& Authorization " Initialize Inventory

Actions Group Box:

" Sensitive

{. Crypgraphlc G et b. If you want a copy of the inventory, select Ini-
f: Lacation ! tialize and Generate Report. If you do not
« Cyelic coongin " - need (or want) a copy of the report, select Ini-

tialize Inventory. If you only want a hard

—Generate

Cloe E lnclide Fepni Meceage copy of the report with initializing the inventory,
£ Batch w0 select Generate Report.
oK | Clear | Exit |

UIC Options Group Box:

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessi-
ble.

Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.
STEP 2:
u _'::!Mienerte Authorization Inventory ]
S ] = :
Report Annexes Group Box: s
UIc: Actions:
a. If desired, select a report annex report. Generate:
Report Annexes
’V [ SKO{BIIfAAl Hand Receipt [~ SKO{BII}AAl Excess{Shortage
- Opti
Report Type I”| OveragefShortage Only [~ LIN Range
" Include Sub-Hand Receipts] [~ HRH Range
SKO/BII/AAI Hand Check if you want a hand ~Type
Receipt report listing of your SKOs, Prop Type Cd: |A -All Types of Prop |
BlIs, and AAlIs.
SKO/BII/AAI Excess/ Check if you want a excess i Nhr:li —I
Shortage and shortage report of your LB
SKOS’ BHS’ and AAIs. ‘ Sched Cmpltn Dt: I E Next Inv Due Dt: m ‘
Info | Submit I Cancel | Exit |
CH2 142
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Generating An Authorization Inventory

Options Group Box:

b. If desired, select an option.

Option Type

Overage/Shortage Only

The Authorization Hand Receipt Report automatically generates an Overage/Shortage Annex
(UIC/DPTD223R, HRH/DPTD224R) as part of the basic hand receipt report. If the user
desires the Overage/Shortage only, then this box is checked.

Include Sub-Hand

Select this check box if you want to request a range of Major HRH Nbrs with all of its Subs

Receipt(s) included (this can also be used with the HRH Range). The screen Sub HRH Nbr input field will
be deactivated when this check box is selected.

LIN Range This check box will allow the specific pulling of the Authorization Hand Receipt Report by a
specified Line Item Number (LIN) range. This range is used primarily for Special/Cyclic inven-
tories.

HRH Range Select this check box if you want to request a range of Major HRH Nbrs. If you also want to

include Subs, select the “Include Sub-Hand Receipt(s)” check box. The screen HRH Nbr input
field will be deactivated when a HRH Range is entered.

Type Group Box:

c. Click on the drop down list box to display the Property Type Codes. DPAS defaults to A-All Types of
Property. Refer to Adding Authorizations for a description of the Property Type codes.

d. HRH Nbr: Enter the hand receipt holder; and if desired, enter the sub HRH for which you are gener-
ating this report. If you selected HRH Range in the Options group box, you will be prompted to enter
the beginning HRH Nbr and the ending HRH Nbr. If you desire the inventory by UIC, leave the HRH

Nbr blank.

e. LIN: If you want a listing of a specific LIN for your HRH Nbr, enter that LIN. If you selected LIN
Range in the Options group box, you will be prompted to enter the beginning LIN and the ending LIN.
f.  Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only generat-

ing the report.

g. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your

Agency.
h. Click Submit.
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The following dialog box is displayed:

Status X . cicok.

@ Repork Submitked | You are returned to the Generate Inventories screen.

j. Click & to print the inventory. You are returned to the Reports
Menu screen where you can select the inventory report you wish to
print.

k. Once you have selected your inventory report, click the Print button.

I.  Your Windows Print dialog box is displayed and you can print your report.

m. Return to the DPAS Main Menu.

) NOTES:
\O > Once the inventory is initialized, the system will automatically assign an inventory listing num-

\ 3
\\// ber. This number consists of the following format: ordinal number (YY+ Julian day) + UIC +
a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Generating A Sensitive Items Inventory

INTRODUCTION
In this process we will generate a sensitive item inventory. Sensitive item inventory is the physical
count of items identified as sensitive by a specific service (e.g., firearms, ammunition, night vision
devices and navigation systems (GPS)). This also may include items that are identified as pilferable.
This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating sensitive item
inventory.

PREREQUISITES

None
APPLICATION

Generate a sensitive item inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand
Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

¥ Generate Inventories ;Iglﬂ STEP 1:
N L Inv Type Group Box:
& [nitialize | h d G te R rt agm
' HRH nitialize Inventory an ENErate REpo a. Select Sensrtlve_
 Authorization  Initialize Inventory
£ sendlive [ eneiee: Debot Actions Group Box:
¢ Cryptographic ~UIC Opti
f;, Location £ Achl e b. If you want a copy of the inventory, select
{; e £ frean Initialize and Generate Report. If you do
T noF |:1e§d (or want) a copy of the report, select
& Online I Incliide e nar Message Initialize Inventory. If you only want a hard
© Batch Mol T copy of the report with initializing the inventory,
select Generate Report.
oKk | Clear | Exit |

UIC Options Group Box:

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.

Generate Group Box:
e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.

If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.
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f.  If you want to include a Report Message, check this box.
Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

a. Sort Sequence Group Box: Select how
you want your report sorted. This will not
be available if you only initialized the
inventory.

b. Type Group Box: Select the type of
sensitive item inventory you wish to
perform.

Both Includes all items classified as
sensitive in nature.

Weapons and
Ammunition

Only weapons and ammunition.

Other Than
Weapons and
Ammunition

Items such as night vision
goggles, Global Positioning
Systems (GPS), STU III phones,
etc.

You can also include items that
are deemed pilferable.

Include Pilfer-
ables

itive Item Inventory Report

L ?

L B =
~Key Data

Actbl UIC: Actions:

uUIC: Generate:
~ Sort Seq e ~Type

& Bar Code & Both

¢ Location  WWeapons and Ammunition

¢ Nomenclature ¢~ Other Than Weapons and Ammunition

" Stock Nbr [" Include Pilferables
~Opti ~Report Annex
" HRH Nbr
I~ Range [~ Sub-Hand Receipt [s)
" Include Sub-Hand Receipt(s)
~From ~To
HRH Nbr: I I _| HRH Nhr:l _|
Sched Cmpltn Dt: I E Next Inv Due Dt:l E ‘
Info | Submit I Cancel | Exit |

c. Options: If desired, you can choose for a specific HRH Nbr, a range of HRH Nbrs, and include all the

sub-HRHs.

HRH Nbr This selection will require the entry of a HRH Nbr. One Inventory Number will be created. If the HRH Nbr is
not entered, a roll up report is not created, but instead individual Inv List Nbrs are created for each HRH Nbr
under the UIC. If submitted for the Actbl UIC, an Inv List Nbr is created for each HRH Nbr or UIC change
under the Actbl UIC.

Range This selection will require a From and To HRH Nbr. An Inventory Number will be created for each HRH Nbr in
the range. An Inv List Nbr will be created for each HRH within range.

Include Sub- This selection will retrieve all assets for the sub-hand receipt holders associated with the Major-hand receipt

Hand holder entered.

Receipt(s)

d. Report Annex: Check the Sub Hand Receipt(s) on/y if you want a separate report listing for each

of the sub-HRH Nbrs for a specific HRH Nbr or range of HRH Nbrs. This will not be available if you only
initialized the inventory.
HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr

e.
Option, this field will not be accessible. If you selected the Range option, you will need to enter the
beginning HRH Nbr for which you are generating this report.

f.  To HRH Nbr: This field will only display /fyou selected the Range option. You will then need to
enter the ending HRH Nbr for which you are generating this report.
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g. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only

generating the report.
h. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your

Agency.
i. Click Submit.

The following dialog box is displayed:

Status X ;. cickok.

@ Repork Submitked | You are returned to the Generate Inventories screen.

k. Click &8 to print the inventory. You are returned to the Reports

Menu screen where you can select the inventory report you wish to
print.

I.  Once you have selected your inventory report, click the Print button.

m. Your Windows Print dialog box is displayed and you can print your report.

n. Return to the DPAS Main Menu.

\\O\ NOTES:
\\//\ Once the inventory is initialized, the system will automatically assign an inventory listing
\(/ number. This number consists of the following format: ordinal number (YY+ Julian day) +
UIC + a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Generating A Cryptographic Items Inventory

INTRODUCTION

In this process we will generate a Cryptographic Item inventory. Cryptographic Item inventory is the
physical count of Communication Security (COMSEC) Equipment and Components as specified by a
specific service or agency. This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating cryptographic
item inventory.

PREREQUISITES

None
APPLICATION

Generate a Cryptographic Item inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand
Receipt

End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Interfaces 5 Manage Inventories
|Ipdate Inwerkory Data

Reports ¢  Forecast HRH Inventories

Inquiries ’ PDCD Manager

Help Print Bar Cd Labels

" Sengitive " Generate Report

i S| -uIC Opti
 Location " Actbl:
 Cyclic & Specific: uic E
—Generate
& On-line [" Include Report Message
" Batch Msg Id: I |
ok | Clear | Exit |

-101x]
2
- Inw Type ~Actions
 HRH & Initialize Inventory and Generate Report
 Authorization " Initialize Inventory

UIC Options Group Box:

STEP 1:

Inv Type Group Box:
a. Select Cryptographic.
Actions Group Box:

b. If you want a copy of the inventory, select
Initialize and Generate Report. If you do
not need (or want) a copy of the report, select
Initialize Inventory. If you only want a
hard copy of the report with initializing the
inventory, select Generate Report.

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be
accessible.
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Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

g. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

a. Sort Sequence: Select how you wantyour . p.p,
report sorted. If you only initialized the Actbl UIC: Actions:
inventory, then the sort sequence will not be uic: Generate:
available. ~Sort Seq Report Annex

b. Report Annex: Check the Sub Hand (‘: f:;:l:n I Sub-Hand Receipt]s]
Receipt(s) only if you want a separate g —
report listing for each of the sub-HRH Nbrs  Nomenclature
for a specific HRH Nbr or range of HRH  Opti
Nbrs. This will not be available if you only L} HRH Nbr
s e 1 . [ HRH Range
Inltlallzed the |nVent0ry. [~ Include Sub-Hand Receipts[s]

c. Options: If desired, you can choose for a
specific HRH Nbr, a range of HRH Nbrs, and HRHNbe [ | .

InCIUde a” the SUb HRHS Sched Cmpltn Dt: I—E Next Inv Due Dt:l—@ ‘
Info | ’WI Cancel | Exit |

HRH Nbr This selection will require the entry of a HRH Nbr. One Inventory Number will be created. If the HRH Nbr is

not entered, a roll up report is not created, but instead individual Inv List Nbrs are created for each HRH Nbr
under the UIC. If submitted for the Actbl UIC, an Inv List Nbr is created for each HRH Nbr or UIC change
under the Actbl UIC.

Range This selection will require a From and To HRH Nbr. An Inventory Number will be created for each HRH Nbr in
the range. An Inv List Nbr will be created for each HRH within range.

Include Sub- This selection will retrieve all assets for the sub-hand receipt holders associated with the Major-hand receipt

Hand holder entered.

Receipt(s)

d. HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr
Option, this field will not be accessible. If you selected the Range option, you will need to enter the
beginning HRH Nbr for which you are generating this report.

e. To HRH Nbr: This field will only display /fyou selected the Range option. You will then need to
enter the ending HRH Nbr for which you are generating this report.

f. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only
generating the report.

g. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date
is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your
Agency.

h. Click Submit.
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The following dialog box is displayed:

Status X . cicok.

@ Repork Submitked | You are returned to the Generate Inventories screen.

j. Click & to print the inventory. You are returned to the Reports
Menu screen where you can select the inventory report you wish to
print.

k. Once you have selected your inventory report, click the Print button.

I.  Your Windows Print dialog box is displayed and you can print your report.

m. Return to the DPAS Main Menu.

) NOTES:
\O > Once the inventory is initialized, the system will automatically assign an inventory listing

\\// number. This number consists of the following format: ordinal number (YY+ Julian day) +
UIC + a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).

CH2 152

1 October 2004



Creating A New Location

Creating A New Location
MODULE: Utilities

INTRODUCTION

This process is used to build and standardize the different inventory locations for your assets. This
process is used for both manual and automated inventories.

When designing your location format, take into consideration that if you are using Portable Data Col-
lection Devices (PDCDs), not all special characters are available for input on the PDCD (e.g., there is
no # on the Symbol scanner). If you created location labels that you would scan, you would have no
problem but if the labels were not printed, there is no way for you to key that value into the PDCD.

OBJECTIVES
The student should be able to create new locations.
PREREQUISITES
None
APPLICATION
Add new locations
ACTIVITY

Instructor-led lecture with Student Hands-on
STEPS TO PERFORM ACTION

1. Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select Location from the program list.

[ -
UTILITIES
Utilities
Batch Transaction Review
IMaster Table Maint ReportfForm Message
S R Transfer Cd
at ctions Dt
Prirk Report:
IS e Dioc Mbr Range
Inquiries b Address Dir
Location
Help Site Cd
PEIC
Fund Cdfappn
LIC
Maint Group Cd
MMaint Sws Cross-Ref
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STEP 1:

a. UIC: Enter or browse for your UIC.
b. Loc: Enter a new location.
c. Click OK.

ok | Clear Exit |

STE P 2 : % Inventory Location Add/Delete =10 |
L el -

a. Review the information that is dis-

Key Data

played.
b. If the data displayed is correct, click uic:
Add; otherwise, click Cancel. Activity:

Loc:

The Transaction Processed dialog box will be
displayed.

Add Cancel Exit

c. Click OK.

You will be returned to the Key Data screen.

d. Click Exit.

Deleting Locati

In order for the delete to process, there can be no assets assigned to the location you are deleting.

1. Enter or browse for the UIC.

2. Enter or browse for the location you are deleting.

3. Click OK.

4. Click Delete.
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Generating A Location Inventory

INTRODUCTION
In this process, we will generate an inventory by Location (Loc). This inventory determines and veri-
fies the record location data and condition of material assets. It allows for correcting records and
determining the cause of discrepancies. This process is used for both manual and automated inven-
tories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating a Location (Loc)
inventory.

PREREQUISITES

None
APPLICATION

Generate an inventory by Location.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand
Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

- STEP 1:

2
Inv Type Group Box:
~Inv Type ~Actions
 HRH * Initialize Inventory and Generate Report a. Select Location.
P AGthorization " Initialize Inventory
" Sensitive scote Hepon Actions Group Box:
" Cryptographic ~ UIC Options
& Location, C Acthl: b. If you want a copy of the inventory, select Ini-
C cydic  Specific: Hie L] tialize and Generate Report. If you do not
need (or want) a copy of the report, select Ini-
~Generate T
: tialize Inventory. If you only want a hard copy
@ On-line " Include Report Message . TR T .
. of the report with initializing the inventory, select
e Moy | = Generate Report.

oKk | Clear | Exit |

UIC Options Group Box:

c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessi-
ble.
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Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

g. Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.

STEP 2:

L VB Bl -

a. Sort Sequence: Select the desired sort ~Key Data
sequence. If you only initialized the inventory, Rl e bttt
the sort sequence will not be available. vic: Generate:

b. Indvl Inventory by: Select the desired indi- ~Sort Sequence Indvl Inventary by

 Bar Cd & ActblfLocation

Individual Inventory By

vidual inventory.

¢ Serial NbrfLot Nbr  UIC{Location

¢ Sub Loc " UIC{HRH{Location
" Stock Nbr " UIC{HRH{/HRH Suhs/lLocation

" Momenclature

Actbl/Location

This option will generate an inventory for

the entire Accountable UIC for assets in | we | = |
the specified location. -

This option is only available when the | Sched Cmpltn Dt = | |
Accountable UIC option was selected on o | [ Submit ] Cancel Bt |

previous window.

Subs/Location

UIC/Location This option will generate an inventory for
a specific UIC for assets in the specified
location.

UIC/HRH/Loca- | The option will generate an inventory for

tion a specific UIC and HRH Nbr for assets in
the specified location.

UIC/HRH/HRH This option will generate an inventory for

a specific UIC/HRH Nbr and each sub
HRH for asset in the specified location.

CH 2

Loc: Enter or browse for the appropriate location. The location can be “wildcarded” (e.g., *401
would bring up locations that ended with 401).

Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change
this date to the desired expected completion date. This field is not accessible if you are only generat-
ing the report.

Click Submit.
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The following dialog box is displayed:

starus 3 [T

@ Repork Submitked | You are returned to the Generate Inventories screen.

g. Click & to print the inventory. You are returned to the Reports
Menu screen where you can select the inventory report you wish to
print.

h. Once you have selected your inventory report, click the Print button.

i. Your Windows Print dialog box is displayed and you can print your report.

j.  Return to the DPAS Main Menu.

\\7@\ NOTES:
\ > Once the inventory is initialized, the system will automatically assign an inventory listing num-
\\// ber. This number consists of the following format: ordinal number (YY+ Julian day) + UIC +
a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Cyclic Inventory Data Update
MODULE: Utilities

INTRODUCTION

If your Activity requires cyclic inventories, you will need to update your UIC information update cyclic
inventories. If you are updating the information, you may change how you run your cyclic inventory -
either by HRH or by Location. You may also designate the cyclic inventory start date, months in the
inventory period, the number of cyclic inventories in a particular inventory period, and how many

inventories that have already been completed. This process is used for both manual and automated
inventories.

OBJECTIVES

The student will be able to set up their UIC to generate a cyclic inventory.

PREREQUISITES

None

APPLICATION

Change UIC information to generate a cyclic inventory.

ACTIVITY

Instructor-led lecture with Student Hand-on.

STEPS TO PERFORM ACTION

1.

UTILITIES
Utilities

CH 2

Batch Transaction Review

IMaster Table Maint

Bar Cd Actions

Prink Repaorts

Inquiries

Help

1 October 2004

Select the Utilities icon, or select Utilities from the menu bar.
2. Select Master Table Maint from the program group.
3. Select UIC from the program list.

ReportfForm Message
Transfer Cd
Destn Id

Doc Mbr Range
Address Dir
Lacation

Sike Cd

PEIC

Fund CdfAppn

IMaint Group Cd
IMaint Sys Cross-Ref
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x| STEP 1:
2

b. Click OK.

STEP 2:

Once you enter the UIC for which you are updating

the inventory retention, UIC information will be
displayed on the UIC screen. The cyclic inventory
information is on the second screen.

¢ C(lick Next Page.

¥3UIC Add/Change /Delete

el

b
Ix

-1 v R

Retain Closed Inv for (0030 ﬂ Days

~Cyeclic | tory Data

[~ Update Cyclic Inv Data

Generate Cyclic Inventory By
© HRH
 Loc

iz
L=
Inventories in Inv Period: l—ill

[ 3

Inv Period Start Dt

Months in Inv Period

Last Cmpltd Inv Nbr:

Page 2 of 2 Prev.Page | Delete |  Add | Cancel | Exit

a. UIC: Enter or browse for the UIC you will be changing.

wUIC Add/Change, Delete E =loix|
7 i
Bl
~KeyData — UIC Status—— Authn Tracking Unique ltem Tracking —
uIC: * Active  Yes * Yes
Actbl UIC: " Inactive & No © No
Activity Name:|
Activity Cd: Swveg Activity Cd: " Bar Cd Mandatory
Office Name: I Installation Cd:
Armed Svc Cd: - DODAAC:
Process Id: - Major Cmd Cd:
~System Interfaces
Acct Bys Cd:l j Excess Sys Cd:l j
RP Sys Cd: | =] sply Syscd: | =
Page 1012 NextPage | Delete | Change | Cancel Exit |
STEP 3:
u
P

a. Update Cyclic Inv Data: Check this box to

update the information pertaining to the cyclic
inventory.

. Generate Cyclic Inventory By: If you are
updating the information, you can change how to
run your cyclic inventory -- either by HRH or by
location.

. Inv Period Start Dt: This is the date you

would like your inventory to start. This date can-
not be a future date but it can be a past date (if
the past date does not exceed past 3 years). So
it can be either the current date or 3 years in the
past.

d. Months in Inv Period: This is how many months the inventory will go for. DPAS will put the follow-
ing defaults: Army-12 months; Reserves-18 months; and all others-36 months. If desired, this field

can be changed.

e. Inventories in Inv Period: This is the number of inventories in a particular inventory period. You
will have to figure the math to enter in this number. For example, if you would like to do 4 inventories
over 36 months, you would enter 4 inventories.

f. Last Cmpltd Inv Nbr: This is how many inventories that have already been completed. This is
mostly used if you have completed some of your inventories and you switch to a cyclic inventory in the
middle of the inventory process. This nhumber can be changed at any time.

g. Click Add.
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The Transaction Processed dialog box will be displayed.
h. Click OK.
You will be returned to the Key Data screen.

i. Click Exit.
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Generating A Cyclic Inventory

INTRODUCTION

In this process, we will generate a Cyclic inventory. A cyclic inventory is the physical count of some
selected assets of a property account during a prescribed period (e.g., monthly, quarterly, or semian-
nually). This process is used for both manual and automated inventories.

OBJECTIVES

The student will be able to identify the parts and explain the functions of generating a Cyclic inven-
tory.

PREREQUISITES

Establish how the UIC is going to conduct cyclic inventories.
APPLICATION

Generate a Cyclic inventory.
ACTIVITY

Instructor-led lecture with Student Hands-on

STEPS TO PERFORM ACTION

1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
2. Select Inventory Actions from the program group.
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3. Select Generate Inventories from the program list.

Hand

Receipt
End Trem Actions 3
Component Actions }
Bar CdfSer Nbr Change

HRH Pending Turn-In Transfer
DatabasefIIC Transfer Actions  »
MFr Key Change

Bulk Asset Price Adjustment

Mass Changes 3

MaifSub Hand Receipt Holder

Warranty/Sve/Loan/Lease

SKOJBIITAAT Inventaory

Excess Actions 4

Inventory Actions Gaenerate Inventories

Inter N Manage Inventories
ieraces |Ipdate Inwerkory Data
Reports ¢  Forecast HRH Inventories
Inquities »

. PDCD Manager
Help Print Bar Cd Labels

¥ Generate Inventojes ;Iglﬂ STEP 1:
~Inv Type ~Actions Inv Type Group Box:
= HRH = Initialize Inventory and Generate Report .
 Authorization ™ Initialize Inventory da. Select Cycllc.
" Sensitive ! Generate Report .
" Cryptographic ~UIC Options Actions Group Box:
" Location € Acthl:
@ Cydic ¢ Specific: we [ | b. It_’ you want a copy of the inventory, select Ini-
tialize and Generate Report. If you do not
e need (or want) a copy of the report, select Ini-
" -li - =
: Z“ ":e Ll de Mepin Meossn: tialize Inventory. If you only want a hard copy
't s g I . T T .
i i = of the report with initializing the inventory, select
Generate Report.
,TI Clear | Exit | p

UIC Options Group Box:

c. Actbl UIC: This field is not accessible for a cyclic inventory.
d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessi-
ble.
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Generate Group Box:

e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process.
If your property book is large, it may be a good idea to run this process in Batch so not to degrade the
system.

f.  If you want to include a Report Message, check this box.

Msg Id: If you chose to include a report message, browse for the message you wish to include.
These messages are built in the Utilities module.

h. Click OK.
STEP 2: _'___',‘-Eenf'rte[ytliclnventnry 3
:
a. Sort Sequence: Select how you want your report ey Dat o
sorted. If your UIC is set up for cyclic inventories by s Period Stan bt o
HRH, then Serial/Lot will not be available. If your Months in Inv Period: Inventories in Inv Period:
UIC is set up for cyclic inventories ny Location, then Last Cmpltd Inv Nbr:
LIN is not available. -SortSequence | [-ReportAnnex
b. Report Annex: Check the Sub Hand Receipt(s) © BarCd I Sub Hand-Receiptls]
if you want a separate report of your sub-hand : ol Mo
receipts. If you only initialized the inventory, the A — options
report annex will not be available. ¢ Nomenclature I Expanded Report
¢. Expanded Report Option: Check this box if you £ Lin
want the expanded report. If you only initialized the
inventory, this option will not be available. Sched Cmpitn Dt =
d. Sched Cmpltn Dt: The default date is 2 weeks T -
from the current date. If needed, you can change oo | [ submt e o |

this date to the desired expected completion date.
This field is not accessible if you are only generating the report.
e. Click Submit.

The following dialog box is displayed:

status 3[R

@ Report Submitked | You are returned to the Generate Inventories screen.

g. Click =B to print the inventory. You are returned to the Reports

Menu screen where you can select the inventory report you wish to
print.

h. Once you have selected your inventory report, click the Print button.

i.  Your Windows Print dialog box is displayed and you can print your report.

j.  Return to the DPAS Main Menu.

7%, NOTES:
\ > Once the inventory is initialized, the system will automatically assign an inventory listing num-
\\// ber. This number consists of the following format: ordinal number (YY+ Julian day) + UIC +
a 4 position serial number that will be reset everyday.

The ordinal number is the 5-positions, first two are the year (example: 03) and the next three
are the Julian day (example: 038).
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Asset and General Inventory Type Table

Property/Assets

General
Inventory
Types

Reasons for Doing this Type of
Inventory

General PP&E to include: Cyclic Cyclic inventories are a way to divide all
- Office equipment (desks, chairs, safes, drafting assets into manageable segments that can be
tables, cash registers, engravers) inventoried at periodic intervals such that all
- Industrial Plant Equipment assets are inventoried within the required
- Vehicles timeframe. This balances the number of
- Material Handling Equipment (cranes, hoists, pal- assets to be counted at any one time with the
let jacks, forklifts, straddle truck) availability of resources and time necessary
- Automated Data Processing (ADP) Equipment to complete the physical inventory.
(desktop computers, printers, routers, laptop
computers) When choosing this method, a PPM must
- Government Furnished Equipment (GFE) consider the following:
- Training devices
- Meteorological equipment *Qrganizational Method: location or custo-
- Railway equipment (locomotives, cares, cranes) dian
- Machine tools (lathes, grinders, cutters, milling)
- Electronic test equipment (Analyzers, meters, *Length of Inventory Period: 36 months.
chargers)
- Appliances (washer, dryer, refrigerator, freezers, *Number of Inventories in the inventory
washing machines) period: This should be calculated based on
- Recreational boats and trailers available resources. DPAS default is 36
- Construction equipment (Welding machines, months but this can be changed by the Navy
earthmoving, elevators/conveyors, crushers, pav- DPAS Support Team at the request of the
ing equipment, generators) PPM.
- Firefighting equipment
- Gym equipment
- Public address systems
- Photographic equipment
- Communication equipment
General PP&E Wall-to-Wall A scheduled inventory of all items, as of a
given date for a specific UIC, Hand Receipt
Holder, or Location.
General PP&E Special A scheduled physical inventory of selected

Or Sensitive/Pilferable/Cryptographic
Sensitive items:

Firearms,

Ammunition and explosives,

Items that are drug or other controlled sub-
stances,

Precious metals

Pilferable items:

Hand tools and shop equipment
Individual clothing and equipment
Office machines

Photographic equipment
Communications/electronic equipment
Vehicular equipment and parts

Cryptographic items:

Typically classified equipment (not maintained in
DPAS for DON)

items for reasons deemed appropriate by the
agency.
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Asset and General Inventory Type Table

General . .
Reasons for Doing this Type of
Property/Assets Inventory
Inventory
Types

General PP&E Spot An unscheduled physical inventory usually

conducted at random to determine record

accuracy.

NOTE: ALL of the assets in a chosen Loca-
tion or HRH / Sub-HRH custody must be
inventoried.

Sensitive/Pilferable/Cryptographic Selected Item An unscheduled physical inventory of spe-
cially targeted items.

If a Sensitive inventory is scheduled ALL Sen-
sitive (including Pilferable) items belonging to
a selected HRH / Sub-HRH would be invento-
ried. Targeting specific types of assets (e.qg.,

laptop computers) is not permitted.
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	Automated Inventory Process - PDCD Manager
	Generating Inventories
	1. Introduction: DPAS offers the user many tools to conduct and manage inventories. This Chapter explains all of these options and the DPAS data elements related to inventory and how the system uses these data elements in conducting, managing...
	a. Inventory: An inventory is a physical count of property on hand. Normally, and if required by service/agency and/or local policy, components are inventoried when the end item (asset) is inventoried.
	b. Inventory Purpose: The purpose of a physical inventory is to determine the condition and quantity of items by physical inspection and count.
	c. Types of Inventories: There are seven (7) types of inventories available and managed when using DPAS. They include:
	1) Hand Receipt Holder (HRH). This type of inventory will be used to inventory all assets on a given Major Hand Receipt, a Major Hand Receipt including all of its Sub HRH's, or a Specific Sub Hand Receipt by itself. This inventory is normally...
	2) Authorization. This type of inventory will be used to inventory assets at the UIC, HRH (a Major Hand Receipt including all of its Sub HRH's) or a Specific Sub Hand Receipt by itself. This type of inventory also allows for the inventory of ...
	3) Sensitive. The physical count of items identified as sensitive by a specific service, such as firearms, ammunition, night vision devices and navigation systems (GPS). Basically, there are two categories:
	4) Sensitive Other than Weapons and Ammunition. This type of inventory allows for the inventory assets defined as Sensitive Items other than weapons and ammunition by the (CIIC). An option also exists to include pilferable assets on this inve...
	5) Cryptographic. This type of inventory allows for the inventory of controlled cryptographic assets as defined by the CIIC, such as a physical count of Communication Security (COMSEC) Equipment and Components as specified by an individual se...
	6) Location. This type of inventory allows for the inventory of all assets within a specific location within the DPAS. The user has the options to generate individual inventories/ reports for the Accountable UIC, each UIC, HRH Major including...
	7) Cyclic. Counting some selected assets of a property account during a prescribed period (monthly, quarterly, or semiannually). Specific Department Regulations direct how cyclic inventories are to be conducted. DPAS allows for two types of c...
	2. Concept: DPAS will assign an Inventory List Number to each inventory that is generated. This num ber contains the Ordinal Date, the UIC of the inventory being requested and a 4-position serial num ber. Serial numbers are assigned in order ...
	3. Creating the Inventory Process: Conducting any type of inventory consists of four distinct activi ties.
	4. Generating Inventory (Manual and Automated)

	a. The first step when generating an inventory is deciding what type of inventory to generate:
	b. The second step is to decide what type of action to take regarding the inventory:
	c. The third step is to decide when to run the process:
	d. The fourth step is to decide if the user would like the information for a specific UIC or Account able UIC:
	e. In continuing to generate the inventory process, the user will further filter information regarding the particular type of inventory. It is also where the user can choose whether or not they would like the expanded hand receipt report
	5. Conducting Inventories Using Manual or Automated Process: Once you have decided what to inventory you must then conduct this inventory using either a manual or automated system of collect ing the inventory data. DPAS again offers several o...
	1) Through the Generate Inventories process, the selection of the inventory type is done and the appropriate assets are initialized with an Inventory List Number. This Inventory List Number is used to create an inventory record. For automated...
	2) After the inventories are initialized, they must be loaded to the PDCDs using the PDCD Manager. Single or multiple inventories may be conducted on DPAS supported PDCDs. For more detailed information on these inventories, see Conduct an Aut...
	3) At this point the inventory process is either completed or there are exceptions to correct. For information on how to use the Update Inventory Data process and Close the Close inventory process to correct exceptions, see Reconciling Inventories.
	4) Upon correction of exceptions and the labeling of assets needing additional research, the inventory will be marked closed and a final copy of the Reconciliation Report will be printed for filing. At this point all assets will be made avail...



	Generating A Hand Receipt Holder Inventory
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions option from the program group.
	3. Select Generate Inventory from the program list.
	a. Accept the default HRH.
	b. Select Generate Report.
	c. Select whether you want this report to run On- line (immediately) or in the Batch (overnight) process. If your property book is large, it may be a good idea to run this process in Batch so not to degrade the system.
	d. Specific UIC: Enter or browse for you UIC.
	e. If you want to include a Report Message, check this box.
	f. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	g. Click OK.
	a. Select the order in which you want your report sorted.
	b. If desired, select a report annex report.
	c. If desired, select an option.
	d. HRH Nbr: Enter the hand receipt holder for which you are generating this report. If you selected HRH Range in the Options group box, you will be prompted to enter the beginning HRH Nbr and the ending HRH Nbr.
	e. Sched Cmpltn Dt: DPAS will default this date to 2 weeks from the current date. If desired, change this date to the date you expect the inventory to be completed.
	f. Next Inv Due Dt: This date is determined by Agency. For Navy users, the default is 3 years out and for all other users, the default is 1 year out. If desired, change this date to the expected next inven tory due date.
	g. Click Submit.
	h. Click OK.
	i. Click to print the inventory. You are returned to the Reports Menu screen where you can select the inventory report you wish to print.
	j. Once you have selected your inventory report, click the Print button.
	k. Your Windows Print dialog box is displayed and you can print your report.
	l. Return to the DPAS Main Menu.

	Export Inventory To The PDCD
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select PDCD Manager from the program list.
	a. Select From: Select the appropriate option.
	b. Download: Select the appropriate option.
	c. Reconciliation Report Sort Sequence: Select the sort sequence for the reconciliation report.
	d. Optional Parts: Select the appropriate option(s).
	e. Click OK.
	a. Highlight the inventory number(s) you wish to download. You can select to download more than one inventory.
	b. Click on the down arrow to move the selected inventory(ies) to the Selected Inventories window.
	c. Click Save.
	a. Ensure that the PDCD is in the docking station and that all the cables are connected.
	b. On the PDCD, select <F1> Import Inventory.
	c. Click OK.

	Conduct An Automated Inventory
	a. Select the inventory you wish to conduct.
	b. Select the F1 key on the PDCD.
	a. User ID: Enter your DPAS User ID and depress the Enter key on the PDCD.
	b. Loc/Sub Loc: Enter the location of the inventory and depress the Enter key on the PDCD. If you print location labels, you can scan the location label.
	c. If desired, enter the sub location of the inventory and depress the Enter key on the PDCD.
	d. Select the F1 key on the PDCD.

	F1-Changing the Location/Sub-Location
	F2-Verifying Serial Assets
	1. Press or Touch the appropriate Function Key (F4) to exit to the main Verify Serial Assets screen.
	2. Press or Touch the appropriate Function Key (F5) to Cancel to the Conduct Inventory screen.

	F3-Non-Labeled Assets
	F4-Assets Not Found
	F5-Sub-HRH Trsfr
	F6-Info
	Closing An Inventory On The PDCD
	Import Inventory Data From The PDCD
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select PDCD Manager from the program list.
	a. Click on File.
	b. Select Import from PDCD from the program group.
	a. Follow the instruction on this dialog box.
	b. Make sure that you select the F3 on the PDCD and not the PC.
	c. Click OK.

	Reconciling Inventories
	Automated Inventory Discrepancies/Corrective Action
	Closing Inventories
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select Manage Inventories from the program list.
	a. Inv List Nbr: Enter or browse for the Inventory List Number for the inventory you wish to close.
	b. Click OK.
	a. Highlight the inventory(ies) you wish to close.
	b. Click on the Close Inv button.
	a. Inv User Id: The DPAS User Id is displayed but can be changed. This is the User Id of the person who per formed the inventory. For RF users, this must be a valid DPAS User Id.
	b. Last Inv Dt: This defaults to the current system date, but can be changed.
	c. Next Inv Due Dt: This date is when your next inven tory date is due.
	d. Mark Shortages as suspected loss: Check this box if you want to mark all of your shortages as a suspected loss.
	e. Generate reconciliation report: Check this box if you want to generate a reconciliation report.

	Generating An Authorization Inventory
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select Generate Inventories from the program list.
	a. Select Authorizations.
	b. If you want a copy of the inventory, select Ini tialize and Generate Report. If you do not need (or want) a copy of the report, select Ini tialize Inventory. If you only want a hard copy of the report with initializing the inventory, selec...
	c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
	d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessi ble.
	e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process. If your property book is large, it may be a good idea to run this process in Batch so not to degrade the system.
	f. If you want to include a Report Message, check this box.
	g. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	h. Click OK.
	a. If desired, select a report annex report.
	b. If desired, select an option.
	c. Click on the drop down list box to display the Property Type Codes. DPAS defaults to A-All Types of Property. Refer to Adding Authorizations for a description of the Property Type codes.
	d. HRH Nbr: Enter the hand receipt holder; and if desired, enter the sub HRH for which you are gener ating this report. If you selected HRH Range in the Options group box, you will be prompted to enter the beginning HRH Nbr and the ending HRH...
	e. LIN: If you want a listing of a specific LIN for your HRH Nbr, enter that LIN. If you selected LIN Range in the Options group box, you will be prompted to enter the beginning LIN and the ending LIN.
	f. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change this date to the desired expected completion date. This field is not accessible if you are only generat ing the report.
	g. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your Agency.
	h. Click Submit.
	i. Click OK.
	j. Click to print the inventory. You are returned to the Reports Menu screen where you can select the inventory report you wish to print.
	k. Once you have selected your inventory report, click the Print button.
	l. Your Windows Print dialog box is displayed and you can print your report.
	m. Return to the DPAS Main Menu.

	Generating A Sensitive Items Inventory
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select Generate Inventories from the program list.
	a. Select Sensitive.
	b. If you want a copy of the inventory, select Initialize and Generate Report. If you do not need (or want) a copy of the report, select Initialize Inventory. If you only want a hard copy of the report with initializing the inventory, select ...
	c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
	d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessible.
	e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process. If your property book is large, it may be a good idea to run this process in Batch so not to degrade the system.
	f. If you want to include a Report Message, check this box.
	g. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	h. Click OK.
	a. Sort Sequence Group Box: Select how you want your report sorted. This will not be available if you only initialized the inventory.
	b. Type Group Box: Select the type of sensitive item inventory you wish to perform.
	c. Options: If desired, you can choose for a specific HRH Nbr, a range of HRH Nbrs, and include all the sub-HRHs.
	d. Report Annex: Check the Sub Hand Receipt(s) only if you want a separate report listing for each of the sub-HRH Nbrs for a specific HRH Nbr or range of HRH Nbrs. This will not be available if you only initialized the inventory.
	e. HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr Option, this field will not be accessible. If you selected the Range option, you will need to enter the beginning HRH Nbr for which you are gene...
	f. To HRH Nbr: This field will only display if you selected the Range option. You will then need to enter the ending HRH Nbr for which you are generating this report.
	g. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change this date to the desired expected completion date. This field is not accessible if you are only generating the report.
	h. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your Agency.
	i. Click Submit.
	j. Click OK.
	k. Click to print the inventory. You are returned to the Reports Menu screen where you can select the inventory report you wish to print.
	l. Once you have selected your inventory report, click the Print button.
	m. Your Windows Print dialog box is displayed and you can print your report.
	n. Return to the DPAS Main Menu.

	Generating A Cryptographic Items Inventory
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select Generate Inventories from the program list.
	a. Select Cryptographic.
	b. If you want a copy of the inventory, select Initialize and Generate Report. If you do not need (or want) a copy of the report, select Initialize Inventory. If you only want a hard copy of the report with initializing the inventory, select ...
	c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
	d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessible.
	e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process. If your property book is large, it may be a good idea to run this process in Batch so not to degrade the system.
	f. If you want to include a Report Message, check this box.
	g. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	h. Click OK.
	a. Sort Sequence: Select how you want your report sorted. If you only initialized the inventory, then the sort sequence will not be available.
	b. Report Annex: Check the Sub Hand Receipt(s) only if you want a separate report listing for each of the sub-HRH Nbrs for a specific HRH Nbr or range of HRH Nbrs. This will not be available if you only initialized the inventory.
	c. Options: If desired, you can choose for a specific HRH Nbr, a range of HRH Nbrs, and include all the sub-HRHs.
	d. HRH Nbr: Enter or browse for the HRH Nbr and/or sub-HRH Nbr. If you did not select the HRH Nbr Option, this field will not be accessible. If you selected the Range option, you will need to enter the beginning HRH Nbr for which you are gene...
	e. To HRH Nbr: This field will only display if you selected the Range option. You will then need to enter the ending HRH Nbr for which you are generating this report.
	f. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change this date to the desired expected completion date. This field is not accessible if you are only generating the report.
	g. Next Inv Due Dt: The default date is determined by your Agency. For Navy users, the default date is 3 years out and all other agencies the default date is 1 year out. This date can be changed per your Agency.
	h. Click Submit.
	i. Click OK.
	j. Click to print the inventory. You are returned to the Reports Menu screen where you can select the inventory report you wish to print.
	k. Once you have selected your inventory report, click the Print button.
	l. Your Windows Print dialog box is displayed and you can print your report.
	m. Return to the DPAS Main Menu.

	Creating A New Location
	1. Select the Utilities icon, or select Utilities from the menu bar.
	2. Select Master Table Maint from the program group.
	3. Select Location from the program list.
	a. UIC: Enter or browse for your UIC.
	b. Loc: Enter a new location.
	c. Click OK.
	a. Review the information that is dis played.
	b. If the data displayed is correct, click Add; otherwise, click Cancel.
	c. Click OK.
	d. Click Exit.

	Deleting Locations
	1. Enter or browse for the UIC.
	2. Enter or browse for the location you are deleting.
	3. Click OK.
	4. Click Delete.
	Generating A Location Inventory
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select Generate Inventories from the program list.
	a. Select Location.
	b. If you want a copy of the inventory, select Ini tialize and Generate Report. If you do not need (or want) a copy of the report, select Ini tialize Inventory. If you only want a hard copy of the report with initializing the inventory, selec...
	c. Actbl UIC: Click this radio button to submit the request at the Accountable UIC level.
	d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessi ble.
	e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process. If your property book is large, it may be a good idea to run this process in Batch so not to degrade the system.
	f. If you want to include a Report Message, check this box.
	g. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	h. Click OK.
	a. Sort Sequence: Select the desired sort sequence. If you only initialized the inventory, the sort sequence will not be available.
	b. Indvl Inventory by: Select the desired indi vidual inventory.
	c. Loc: Enter or browse for the appropriate location. The location can be “wildcarded” (e.g., *401 would bring up locations that ended with 401).
	d. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change this date to the desired expected completion date. This field is not accessible if you are only generat ing the report.
	e. Click Submit.
	f. Click OK.
	g. Click to print the inventory. You are returned to the Reports Menu screen where you can select the inventory report you wish to print.
	h. Once you have selected your inventory report, click the Print button.
	i. Your Windows Print dialog box is displayed and you can print your report.
	j. Return to the DPAS Main Menu.

	Cyclic Inventory Data Update
	1. Select the Utilities icon, or select Utilities from the menu bar.
	2. Select Master Table Maint from the program group.
	3. Select UIC from the program list.
	a. UIC: Enter or browse for the UIC you will be changing.
	b. Click OK.
	a. Update Cyclic Inv Data: Check this box to update the information pertaining to the cyclic inventory.
	b. Generate Cyclic Inventory By: If you are updating the information, you can change how to run your cyclic inventory -- either by HRH or by location.
	c. Inv Period Start Dt: This is the date you would like your inventory to start. This date can not be a future date but it can be a past date (if the past date does not exceed past 3 years). So it can be either the current date or 3 years in the past.
	d. Months in Inv Period: This is how many months the inventory will go for. DPAS will put the follow ing defaults: Army-12 months; Reserves-18 months; and all others-36 months. If desired, this field can be changed.
	e. Inventories in Inv Period: This is the number of inventories in a particular inventory period. You will have to figure the math to enter in this number. For example, if you would like to do 4 inventories over 36 months, you would enter 4 inventories.
	f. Last Cmpltd Inv Nbr: This is how many inventories that have already been completed. This is mostly used if you have completed some of your inventories and you switch to a cyclic inventory in the middle of the inventory process. This number...
	g. Click Add.
	h. Click OK.
	i. Click Exit.

	Generating A Cyclic Inventory
	1. Select the Hand Receipt icon, or select Hand Rcpt from the menu bar.
	2. Select Inventory Actions from the program group.
	3. Select Generate Inventories from the program list.
	a. Select Cyclic.
	b. If you want a copy of the inventory, select Ini tialize and Generate Report. If you do not need (or want) a copy of the report, select Ini tialize Inventory. If you only want a hard copy of the report with initializing the inventory, selec...
	c. Actbl UIC: This field is not accessible for a cyclic inventory.
	d. Specific UIC: Enter or browse for your UIC. If you selected Actbl UIC, this field will not be accessi ble.
	e. Select whether you want this report to run On-line (immediately) or in the Batch (overnight) process. If your property book is large, it may be a good idea to run this process in Batch so not to degrade the system.
	f. If you want to include a Report Message, check this box.
	g. Msg Id: If you chose to include a report message, browse for the message you wish to include. These messages are built in the Utilities module.
	h. Click OK.
	a. Sort Sequence: Select how you want your report sorted. If your UIC is set up for cyclic inventories by HRH, then Serial/Lot will not be available. If your UIC is set up for cyclic inventories ny Location, then LIN is not available.
	b. Report Annex: Check the Sub Hand Receipt(s) if you want a separate report of your sub-hand receipts. If you only initialized the inventory, the report annex will not be available.
	c. Expanded Report Option: Check this box if you want the expanded report. If you only initialized the inventory, this option will not be available.
	d. Sched Cmpltn Dt: The default date is 2 weeks from the current date. If needed, you can change this date to the desired expected completion date. This field is not accessible if you are only generating the report.
	e. Click Submit.
	f. Click OK.
	g. Click to print the inventory. You are returned to the Reports Menu screen where you can select the inventory report you wish to print.
	h. Once you have selected your inventory report, click the Print button.
	i. Your Windows Print dialog box is displayed and you can print your report.
	j. Return to the DPAS Main Menu.
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